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Getting Started

Welcome

GoToMeeting is designed to make it easy for everyone to organize and participate in online meetings,
thus eliminating the need to travel and allowing you to be more efficient and productive with your time.

GoToMeeting users can collaborate on documents, deliver presentations, perform product
demonstrations and securely share confidential information from anywhere, at any time. GoToMeeting's
rapid download, quick meeting setup and intuitive user interface have meeting organizers and attendees
up and running in a matter of seconds.

GoToMeeting with HDFaces features the innovative new Citrix Multistream HD technology, which enables
all participants to view up to 6 high-resolution video conferencing streams in a high-definition session.
Participants can also view video and the presenter's shared desktop in the same screen for the most
natural virtual meeting experience yet.

GoToMeeting incorporates industry-standard security features and end-to-end SSL encryption to ensure

that login information and meeting data are secure. This high level of security allows GoToMeeting users
to confidently present and collaborate on any data. Users can rest assured that information such as sales
forecasts, financial data and M&A contracts will not be viewable to anyone except meeting participants.

GoToMeeting's All You Can Meet® pricing model provides easy-to-understand billing that helps you
effectively budget and manage online meeting costs with no unexpected overage charges or additional
fees. Meet as often and as long as you want for one low flat fee.

To further increase your savings, GoToMeeting now offers an extended choice of integrated audio
conferencing services for your online meetings at no additional cost. With GoToMeeting integrated audio,
you can choose between phone conferencing and Voice over Internet Protocol (VolP) or allow both
options.

Meet Meet
Anytime Anywhere

Meet
One-to-0One

Meet
with Many

Meet Get More
Securely Done
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Using This Guide

Guide Structure
This guide is divided into several sections:

e Getting Started - provides information on system requirements, useful terms and a product
feature summary.

¢ Install GoToMeeting - covers information on creating an organizer account, installing
GoToMeeting, managing your GoToMeeting Preferences, and GoToMeeting integration.

e Organize Meetings - describes how GoToMeeting organizers can schedule, view, edit and cancel
meetings.

e GoToMeeting Integrated Audio - explains phone conferencing, VolP, hardware setup
recommendations and audio best practices.

o HDFaces video conferencing - describes how to share up to 6 high-resolution video conferencing
streams while viewing the presenter’s screen.

e Start Meetings - describes the multiple ways an organizer can begin a meeting.

e Presenter Controls - provides GoToMeeting presenters with explanations about features
available during a meeting, such as attendee management, audio, chat and drawing tools.

o Record Meetings - explains how to record, play back and distribute meetings.

o Attend Meetings - explains how any GoToMeeting attendee can join a meeting and use attendee
features.

e The GoToMeeting Web Site - provides GoToMeeting organizers instructions for accessing and
using the GoToMeeting Organizer website.

Individual and Corporate Plan Users

This user guide addresses both individual GoToMeeting users and GoToMeeting corporate users. While
most features apply to both audiences, some content relates to just one audience. To help you identify
when something is just for one specific audience, this guide will clearly note the audience for any user-
specific content.

Feature Notes

e (GoToMeeting organizers on both individual and corporate plans may invite up to 25 attendees per
meeting, for a total of 26 people in each meeting.

© 2012 Citrix Online, LLC. All rights reserved. 2
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Please check to see that you meet the minimum system requirements and that you have the equipment

you need before downloading the latest version of GoToMeeting.

What are the system requirements for running GoToMeeting?

Windows

Operating system Windows 2003 Server
Windows XP
Windows Vista
Windows 7

Processor 2.4GHz or more

RAM 2GB or more

Internet DSL or better

Bandwidth 700Kbps or more for simultaneous screen sharing, video and
audio conferencing

Browser Internet Explorer® 7.0 or newer

Mozilla® Firefox® 4.0 or newer

Google Chrome™ 5.0 or newer

Additional software

JavaScript™

Java™ 1.6 or higher recommended

Mac

Operating system

Mac OS® X 10.5 (Leopard®)

Mac OS® X 10.6 (Snow Leopard®)

Mac OS® X 10.7 (Lion®)

Mac OS® X 10.8 (Mountain Lion®)

Processor 2.4GHz Intel processor (Core 2 Duo)

RAM 1GB

Internet DSL or better

Bandwidth 700Kbps or more for simultaneous screen sharing, video and
audio conferencing

Browser Safari™ 3.0 or newer

Mozilla® Firefox® 4.0 or newer

Google Chrome™ 5.0 or newer

Additional software

JavaScript™

© 2012 Citrix Online, LLC. All rights reserved. 3
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I0S
Device iPad® 1 or newer
iPhone® 3GS or newer
iPod® Touch (3rd generation) or newer
Operating system iOS 5 or newer
Internet WiFi recommended for VoIP
Additional software Free GoToMeeting App from the App Store
Android
Operating system Android 2.2 or higher
Processor 1Ghz CPU or higher recommended
Internet WiFi recommended for VoIP
Additional software Free GoToMeeting App from the Google Play Store

What equipment do | need to use GoToMeeting?
All you need to start using GoToMeeting are the following:

Windows or Mac computer

Internet connection (broadband is best)
Microphone and speakers (built-in or USB headset)
Webcam to use GoToMeeting with HDFaces

Most computers have built-in microphones and speakers, but you will get much better audio quality if you
use a headset or handset.You can also make calls on your landline or mobile device.

© 2012 Citrix Online, LLC. All rights reserved. 4
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Terms

e Organizer - An organizer has a GoToMeeting account that enables him or her to schedule and
host meetings. The organizer can also grant and revoke attendee privileges, such as passing the
presenter role, sharing keyboard and mouse, inviting attendees and dismissing others.

e Attendee - An attendee is any person who attends a meeting, including organizers and
presenters. By default, attendees can view the presenter's screen. An attendee may remotely
control the presenter's computer screen if given the privilege. An attendee may optionally chat with
other attendees, use Drawing Tools or view the Attendee List.

e Presenter - A presenter is any attendee who is giving a presentation and shares his or her
computer screen with all the attendees. The initial presenter is also the initial meeting organizer.
The presenter also determines who gets to control the keyboard and mouse of the remotely
viewed screen.

o GoToMeeting Website - The website www.gotomeeting.com is where organizers manage their
accounts and host meetings and also where attendees join meetings.

e GoToMeeting System Tray Icon - The system tray icon is used by Windows users to access
organizer features of GoToMeeting and to provide status of GoToMeeting service. To access
organizer features, right-click the system tray icon and select the desired feature.

Icon | Description

GoToMesting is in Session — A meeting is in progress,

GoToMeeting is Starting/Stopping - The application is starting up or shutting down,
YWhen this icon is showing, the user will not have any menu options

GoToMesting is Connecting — The application is attempting to establish a connection
SB with the server, This icon is animated to look like it is *filling up™. While connecting,
the user has a very limited set of menu options (Help, &bout, Exit),

E‘:B GoToMesting is Feady - & connection has been made, and the application is ready to
be used. The user has all menu options available.,

% GoToMeeting is Offline - A connection has been made, but there is some temporary
network difficulty, The user will still have all menu options available,

% GoToMesting is Mot Connected - & connection could not be established, The user has
a very limited set of menu options (Help, about, Exit),

e GoToMeeting Suite Icon - Mac users can access organizer features by double-clicking on the
GoToMeeting Suite icon on their desktop.

e Account Password - An account password is what organizers use to log in to the GoToMeeting
website. It must contain at least eight characters and include both letters and numbers.

¢ Meeting Password - A meeting password is an optional value chosen by the meeting organizer
that is used to help authenticate attendees. Requiring and specifying a meeting password
provides enhanced privacy guarantees for the meeting by ensuring that only attendees who know
the meeting password may join the meeting. The meeting password is never transmitted to Citrix
Online in any form. The meeting password may be any alphanumeric string of one character or
more the organizer would like such as: "7891," "Happy Birthday," "Citrix123," etc. Picking a
meeting password that is difficult to guess helps to maximize security.

e Viewer - The Viewer is the window displayed on the attendees' computers in which the presenter's
desktop or shared application appears. The Viewer window has its own title and menu bars.

o Presenter's Windows Image - The presenter's Windows image is the picture of the presenter's
Windows desktop or shared application that appears to attendees in the Viewer window.

e Published Application - An application that is pushed to a client Windows by Citrix Presentation
Server.

© 2012 Citrix Online, LLC. All rights reserved. 5
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Start and join meetings in seconds without training using easy-to-understand
controls.

Specific Application
Sharing*

Windows-based presenters only. Display only one application, so the entire
desktop does not have to be shown and interruptions will not occur by
distracting pop-ups from instant messages or email.

Screen Clean*

Windows-based presenters only. Instantly hide desktop icons, wallpaper
background and toolbars, so attendees won't be distracted by them.

GoToMeeting Integrated
Audio

Offer choice of audio service between phone conferencing and Voice over
Internet Protocol (VolP) options for you and your attendees; you can allow
both options to be used in the same meeting.

HDFaces Video
Conferencing

You and your meeting participants can collaborate by broadcasting up to 6
high-resolution video conferencing streams while sharing your screen.

Mac Support

Organize, present and attend meetings from a Mac.

Share Keyboard and
Mouse Control

Securely collaborate on documents in real time.

Instantly Change
Presenters

Enable any participant to present to the entire group.

Desktop Recording and
Meeting Playback

Record and play back meeting sessions to review meetings or send copies
to absent colleagues or customers.

Chat Window

Chat online with any participant in the meeting.

Drawing Tools - Pen,
Highlighter, Arrow,
Spotlight

Draw, highlight and point to items of interest right on the screen. Presenters
can use the spotlight and erase all markings on the screen.

Multiple Monitor Support

Integrate GoToMeeting with multiple monitor systems, so users can use one
for Screen Sharing and the other for different tasks or share all of their
screens.

Transparent Control
Panel

Keep Control Panel open on the screen while screen sharing and chatting.

Integration*

Easily start or join GoToMeeting sessions through various email and instant-
messaging applications.

Attendee Authority

Grant and revoke attendee privileges before or during a meeting session.

Reporting

Get detailed reports for trend analysis and ROI validation.

True 24-Bit Color

Share presentations, graphics, pictures and applications with all meeting
attendees in true 24-bit color.

Features marked with an asterisk (*) are not currently available for Mac users.
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GoToMeeting Administrator

Overview

As your company’s GoToMeeting corporate administrator, you are responsible for setting up and
managing your GoToMeeting corporate organizers. The Administration Center is efficient and easy to
use, and it will help you set up organizers, manage organizer accounts, report meeting and webinar
activity and maintain your company’s GoToMeeting corporate account.

Log In

To access the Administration Center, you need to log in to the site. For your convenience, administration
of GoToMeeting and GoToWebinar is accessed from a single Administration Center, provided your
account is enabled with GoToWebinar.

To log in:

1. Go to www.gotomeeting.com and click Log In in the left navigation.

2. Enter your email address and password, and click Log In.

3. On the Account Selection page, select the Administrator option. The Organizer option will not
appear unless you have registered yourself as an organizer.

Fiease seiect the GoToMesting Crganizer J | Adminstrator
Corporate account you want (o .
ACCESS

Manage Groups

The administrator can manage groups using GoToMeeting to categorize organizers by department or job
function, or by any other category.

The Manage Groups feature enables you to create 3 levels of groups:

e Your account (primary domain)
e Groups
e Subgroups

Organizers can belong to the account or to either a group or subgroup.

Note: You can learn and understand more about the Manage Groups feature in the GoT oMeeting Administration Guide.

Administration Tools

The Administration Tools feature enables you to invite and manage company administrators and
managers. From the Admin Tools page, you can view a status list of your account’s existing or invited
administrators and managers.

Note: You can learn and understand more about the Administrator Tools feature in the GoT oMeeting Administration Guide.
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Manage Organizers

Administrators can sign up new organizers, view an organizer’s account status, suspend or delete an
organizer’s account, configure organizer settings and access an organizer’s account record.

Note: You can learn and understand more about the Manage Groups feature in the GoT oMeeting Administration Guide.

Active Sessions

The Active Sessions feature enables you to monitor the status of all active organizer’'s meetings and
webinars. You can also end an organizer’s active meeting at any time by clicking End in the “In Session”
column on the Active Sessions page.

Organizer « Group Tipe Attendess Started In_Sess5i0n

Jason v X¥Z Company  Meeting 2 530 PM 10 min | Eng

Note: You can learn and understand more about the Manage Groups feature in the GoT oMeeting Administration Guide.

Generate Reports

Administrators and managers can get summary and detailed information for groups, managers and
organizers that include webinar and training information. Managers are limited to reporting on their
assigned groups. The reports that can be generated are as follows:

Snapshot Report

Organizers Performance Report
Scheduled Meetings Report
Attendance History Report
Meeting History Report
Scheduled Webinar Report
Webinar Attendee Report
Recorded Webinars Report

Data on reports is made available online for 90 days from the date of meeting or webinar’s scheduled end
date. We strongly recommend that you run reports on a quarterly basis.

Note: You can learn and understand more about the Manage Groups feature in the GoT oMeeting Administration Guide.
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Install GoToMeeting

Before you can schedule or start a meeting for the first time, you must create a GoToMeeting account
and download the GoToMeeting software. It generally takes less than 2 minutes to set up a GoToMeeting
account.

Create Your Organizer Account - Individual Organizers
Personal plan users need to sign up for service.

"’ To create your account

1. Go to www.gotomeeting.com and click the Try It Free button.

On the Create Your Account page, enter your information and click Continue.
Enter your password and click Continue.

If required, enter credit card and billing information and click Get Free Trial.
On the GoToMeeting Software page, click the Install Our Software button.

If prompted, click Yes, Grant (or Trust on a Mac) to accept the download.

ook wnN

Create Your Organizer Account - Corporate Plan

If you are a GoToMeeting corporate user, you will be invited to join by your company's GoToMeeting
Administrator. Before being able to schedule or start a meeting, you need to create your GoToMeeting
account and download the GoToMeeting software.

P To create your Corporate Plan organizer account

1. Go to your email application and open the GoToMeeting invitation email you received from your
administrator entitled GoToMeeting Account Confirmation.

In the email, click the activation link to create your organizer account.

On the Create Account page, enter your information and click Create Account.

On the Download GoToMeeting page, click the Download button.

If prompted, click Yes, Grant or Trust to accept the download.

arwd
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Install GoToMeeting

To start a session, the GoToMeeting desktop application must first be installed onto your computer. When
you start a session, GoToMeeting automatically begins downloading if Java is enabled on your Windows
computer. Your attendees download the same version of GoToMeeting as you each time they join a
session.

Download the GoToMeeting software

e Start GoToMeeting
e Join Meeting

Download the GoToMeeting app for Android or iOS

e Download the GoToMeeting app for Android
e Download the GoToMeeting app for iOS

Having trouble downloading GoToMeeting?

We recommend installing or upgrading Java™ for Windows to quickly connect to sessions.

For instructions on how to install the software on Macs, see Download GoToMeeting on Macs.

Can't join a session?

If you're running into problems joining a session on a Windows computer, we highly recommend that you
install the latest version of Java. Many common issues can be easily resolved by updating or installing the
latest version of Java. If you're still having problems, see Common Issues When Joining Meetings on
Windows.

© 2012 Citrix Online, LLC. All rights reserved. 10
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Upgrade to GoToMeeting with HDFaces

GoToMeeting, GoToWebinar and GoToTraining organizers can now upgrade their individual seat and
begin using GoToMeeting with HDFaces by logging in to www.gotomeeting.com or visiting the
GoToMeeting with HDFaces upgrade page.

Note: If you are an organizer on a corporate plan and cannot self-upgrade, please contact your GoT oMeeting administrator.

To upgrade your account, follow these 4 steps:

P To upgrade to GoToMeeting with HDFaces

1. Visit the GoToMeeting with HDFaces upgrade page.

2. Log in to your existing GoToMeeting account, and click the Upgrade button.

. Meet the New
mossmmnaew:  GOTOMeeting with HDFaces™

Give a personal touch to your meefings!
Feady Tor your ea UDQTNE‘ by B I@de=s] version of GDT‘:"J:I"E“"H-Q - N willh

HOFazea™ wided Conferencing? Log in now 1o get staned and recahe
dowrrioad mstruchons

Upgrade now by logong in 10 your exesing Go Tole Cound *

} Upsgraae || 2

Coteal ost GRS W

Advantages:

» HOFaces i ivcuded with GoTobbesbng o no addibonsd cost

« Share wp bo  webcam sreama and voul deskiop soeen for Bce-lo-face cokabocalon
= gl pou need i the nberaed and g webcam o hase o lelsgre sence-gually sEparisnce.

Mok This will be @ prrmarnes chings b pio ssooend

3. Review the list of new features, and click the Upgrade Account button to upgrade your account
to GoToMeeting with HDFaces.

Note: Once you click the Upgrade Account button, you cannot self-downgrade to your previous version of GoT oMeeting.

Note: If you are a GoToMeeting Web Viewer Beta user and upgrade to GoToMeeting with HDFaces, you will lose web-
viewer functionality. If you want to return to the Web Viewer Beta, you can opt in again via
http://www.gotomeeting.com/webviewer/beta or call Global Customer Support.
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GoToMeeting HDFaces™ Upgrade

Thank you for your interest in upgrading your account!
New HDOFaces ™ Features:

+ Share your wabcam wdea with up to 15 atendaes

= Shaw up to & aflandes wabcams ina session

+ Presentvideo and deskiop content togather for 3 more engaging presentaion
= Connect with customers. employees and partners on a more personal level

= Experignce high-definiton vdeo confarencing

+ LIge easy controls to stan video conferencing in seconds

Are you ready to upgrade your account now?

U]_:grd-é Account

*Nole: This will be a permanent charge lo your account

GoToMeeting® User Guide

4. Click the Download button to install the new version of GoToMeeting with HDFaces.

Note: If you have GoToMeeting installed on multiple computers, the new version of GoToMeeting will be installed once a

GoToMeeting session is hosted from those computers.

GoToMeeting HDFaces™ Upgrade

e You have successfully upgraded your account. Next, you need to download

the new software so it will be ready for your mext meeting

Downloading the Software

Are you at the machine you want to use GoToMeeting on? If 50, ciick the Download button
now. (You'll reed to do this on any computer you want to use the new version of

GoToMestng on.)

If you aren't at ihe machine where you want 1o host your next meeting, Ihis step can wait

Otherwise, you will be prompled to downhoad the katest version of GoToMeeting the next time

you host 3 meeting

& For 247 support, contadt Global Custamar Suppon

Congratulations - GoToMeeting has been upgraded!

© 2012 Citrix Online, LLC. All rights reserved.
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The GoToMeeting Application

To access GoToMeeting functions directly from your desktop, right-click the daisy icon &8 in your system
tray and select the desired function.

e Meet Now: Enables you to immediately start impromptu :
meetings without negding to enter mee{ing information. @ GoToleet ﬂg®

e Schedule a Meeting: Enables you to schedule meetings. Meet Now...

e My Meetings: Provides access to your scheduled meetings Schedule a Meeting...
and the lets you add, edit or delete scheduled meetings. My Meetings...,

e Join: Enables you to join meetings already in progress. .

e Help: Launches online help.

o Preferences: Provides access to user preferences. Help

e About: Provides GoToMeeting software version information. Preferences. ..

e Exit: Closes the GoToMeeting application. Aok,

Note: If your account includes GoT oW ebinar, additional menu options will appear. _
|

Mac users can access many GoToMeeting functions by double-
clicking the GoToMeeting icon on their desktop or clicking the icon in their dock. Other functions,
including Help and Preferences, can be accessed from the GoToMeeting menu bar.

B0 CoToMeeting Suite

GOTO MEE‘t lﬂg Easy Online Meetings - Anytime, Anywhere \

[ MectNow ) [ Schedule Meating } ([ My Meetings

—=  GoToWebinar™ o e B

Join ::_w«_-bma.r Now | ':_Schedu!l: wminarf- -:_M'.' 'ﬂ'tbiﬂars_}
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GoToMeeting® User Guide

The GoToMeeting Preferences feature allows you to set preferences for running GoToMeeting, choose
which GoToMeeting integrations are displayed and test the GoToMeeting connection.

Windowsusers can access GoToMeeting Preferences by right-clicking the daisy icon &8 in the system

tray, or if in a meeting, from the File menu.

Note: Preference options outlined in this guide are specific to GoToMeeting. If your account includes GoToWebinar, additional

preference options will appear. For more information on GoToW ebinar preference options, please refer to the Getting Started

section of the GoToWebinar help.

Start Up Preferences

The Start Up category lets you determine
how you start GoToMeeting.

¢ Automatically after Ilog in to
Windows - This option starts
GoToMeeting automatically after you
log in to your PC.

e Manually - This option sets
GoToMeeting to start only when you
launch the application from your
Programs menu.

¢ Remember me on this computer -
This checkbox enables automatic
login to GoToMeeting.

¢ Show me desktop notifications -
Desktop Notifications is a free
GoToMeeting feature designed to
deliver simple and effortless access
to complimentary Citrix Online

software upgrades, information, news

 Preferences - GoToMeeling

Calegoey

aerara tant
Mesiaray
Webiral s
B g
kg stior

Shart Lp

o ot sy after [ loag inbo Wirdoes
i raraslly
e baor
LT
:-’ Bkt i o U Cormgaater
Esmal

Pt

'_,:pm..-_d e ol L et and Wistenars

T Perwcdic sy synchronee reminclers stk by Mestngs s
by wekaars

o ] | concel

and discounts individual users may be eligible for.

e Remind me of upcoming meetings - This check box becomes available if you select Remember
me on this computer and provides reminders for your scheduled meetings.

e Periodically synchronize reminders with My Meetings - This option is applicable to Citrix
Presentation Server users and is the recommended setting for optimal use. This checkbox
becomes available if you select the Remind me of upcoming meetings check box and will
synchronize meetings scheduled from a published Outlook® or Lotus Notes® with a local

installation of GoToMeeting.
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General Preferences

The General category lets you set your
general GoToMeeting preferences.

e File save settings - Enables you to
save the Chat Log to any drive or
directory.

e Security - Set the inactivity timeout to
automatically stop screen sharing if
there is no keyboard input or mouse
movement for the specified period of
time.

e Session Identity - Remember your
name and email as displayed in the
attendee list.

Meetings Preferences

The Meetings category lets you determine
which GoToMeeting options are available to
attendees during a meeting. You can also
select which messages are viewable during
a meeting.

e Enable or disable the ability for
attendees to chat and view the
Attendee List.

e Create a Chat Welcome Message
that is sent to each attendee upon
joining the meeting.

e Enable or disable various system
messages that appear to you when
specific meeting actions occur.

e Select the desired color for your
GoToMeeting Viewer and Control
Panel.

Note: If you disable the Chat Bubbles option, a new

message icon will still appear on the Grab Tab to notify
you of new chat messages as they are received.

GoToMeeting® User Guide

2 Preferences - GoToMeeting

Category

St I.E

‘Webirurs
Recoeding
Intege stices
Corrwction

Lro |

il Lirei seltbrngs
it | ki & Wb
(] Aoww Citrax Omline b store ol st neseded for reporting

Eevas cawe thase 1o the local machine

Flohat Loge
S
GH | lrieme

Securiy

[#] Sop sovesn shaing Sfter M0 manates v O mouss moverrenl,

S 1dentit
I#] Fmesmiteer mry s and emad 5 it would e In the atberdes st
Teame

Emal

| | cancel

42 Preferences

Lo [eMeetling

Shatses BT EnRED
When [ host a mesting, start ot allowing sttendees to
[#] iew the Attendes Lt
;-_r'.:l:l‘-!
[l'seen sttensdess arvive, shovs them this dhat message:

darasa e

[ lChat bt

1o Aurrrenll arad ey TLrR Provs g

[F]Preserter change messages.

v et | mose controle chargs mesiage
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[l uesge toe

My ribeif b coks
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Recording Preferences

The Recording category lets you set your

audio and video recording preferences. See % retererose . GoTelimating
Record a Meeting for more information. Cbegary Recording
St Up -
. eyl TALERD
e Audio - Allows you to enable or Nestng ChDan't recond s
disable recording the audio portion of Thegy s i e Tiialiog A Narne
your meeting. To record, choose P Rissords evaryons who spesks (via merophons of telephone)
. . . (e iponar ey guches e wicn
which audio service you have _ i A M i oo it
scheduled to use for your meeting o, A phone patch device wllrecoed evervone wha ssals
. Dl ks o™
(see the following table).
e Video - Allows you to select the Wideo
meeting recording output format and S tpcoed In Gaolamting format
. . . . Hio addboral prooessng bme . GOToFesting USers Cin view USng
destination for saving the file. winwdaers Medha Flayer 5 ar above. Norr-oT ooeting users st

retall & viden codec first bo view
Note: Be sure to check your audio device settings

> ) ottt 10 Windowss Mecks Playes lile
under Audio in the left menu.

Rosquares. aciitional procedserg time after recondeg, but o
vy b view using Wirkkows Madka Player 8 or sboees without
Note: Mac users can only view meetings recorded in addtaonal ibips.

the Windows Media Player format. i
Serve e
e Save in - Select the folder in which M oo

you want to save your recording.

Using GoToMeeting

Integrated Audio Using Your Own Audio Service

Records all unmuted )
speakers in the meeting. To record all unmuted speakers, you will need a phone
patch connected to both your phone and the mic in port of
your computer.

To record just your voice, you will need a microphone
connected to your computer.

If you want to use VolP with your own audio service,
please contact your Account Manager (GoToMeeting
corporate plans) or Global Customer Support
(GoToMeeting plans).

Your Windowsmust have a sound card installed in order to record audio. For
example, if you can hear music through your Windows, you have a sound card.

Mac users are not able to record a meeting. If you want your meeting recorded, promote a Windows
attendee to organizer in-session. A Windows-based organizer will have the recording feature.
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Integration Preferences

The Integrations category lets you determine
where to display GoToMeeting integrations.
Options include:

e Use GoToMeeting with - Select your
GoToMeeting email and calendar
integration. By selecting My default
email application you can integrate
with MAPI-compliant email/calendar
programs other than Microsoft
Outlook and Lotus Notes. Depending
on your email application's
capabilities, integration with MAPI-
enabled programs allows for features
such as automatically adding
meetings to a calendar and automatic
creation of email messages with
meeting information.

e Show button in messenger
applications - Display the

GoToMeeting® User Guide

0 ToMestineg integr at iors

[¥luse GoToMeeting with

(%) MicrasoftE Outlsoki®

() My def ault arnad application

[“]5how GoToMesting Toolbar in Microsoft® Office

[#] Microsoft word
[#] Microsoft Excel
[¥] Microsoft PowerPoint

[+] Sheow button in messenger applications

[+] Windows Live® Messanger™
¥ahoo B Messenger™
GooghsT.alk™

Shype™

[¥] Microsoftl Office Communicator

AR E

GoToMeeting Quick Launch button in your selected instant-messaging applications.

Note: Changes will only be displayed after restarting Outlook, Lotus Notes and/or the instant -messaging application.

Note: Citrix Presentation Server users may have their Integrations settings automatically configured by their Presentation Server

Administrators so that GoToMeeting integrates with published email and calendaring software. In order to integrate with published

email and calendaring software, the Integrations setting should have no check mark in the Use GoToMeeting with box and all
meetings should be scheduled from the published Outlook/Lotus Notes toolbar. This is also the recommended setting if your are

prompted to disable local email client integration.

© 2012 Citrix Online, LLC. All rights reserved.
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GoToMeeting® User Guide

The Connection category allows you to test the status of your GoToMeeting connection.

Note: To ensure a valid connection test, we advise that you refrain from testing your connection unless a GoToMeeting Global

Customer Care representative directs you to perform the connection test.

Audio Preferences

The Audio category lets you set up and test
your microphone and speakers for recording

Cabegory
and for your meetings utilizing VolIP. If St Lp
changes to your audio settings are made et
during a meeting, your microphone is oy
temporarily muted so you can privately e I
manage your settings. See GoToMeeting = pi—

Integrated Audio for more information.

e Microphone Setup - Select a
microphone from the drop-down
menu. To test, speak into your
microphone; if connected correctly,
the sound bar will move when you
speak.

e Speakers Setup - Select your
speakers from the drop-down menu.
To test, click Play Sound; if
connected correctly, the sound bar
will move and you will hear a short
soundtrack.

e Advanced - GoToMeeting

4 Proferances - GoToMeeting

Safiy

Wi walll ol Bu el wolheliy L) oo i o gabbibr

*‘ M rogFare Sl
et m device ol ipeak FE0 Ehe macroplone Bo bedt
Lopibech M (omwearmate 375 Lo T TN

Tha mrastiee wall Lurn (resn wier your Mcroohore & o

‘:} e AL
Sadect @ devoe anad chok Play Sound bo fest

Bealod ACUT Ao LA T T

Tk Play Soursd anad verily o £an P & plarping From pour speaiers
- - =
g Sonarad o+

ER ey
[ Sntomatically sdist my syshen mice iettngs
[l mapitel ke g Fime prix e

Lisaly prieees s QUally when [eopis are Ladang. Lncheching
ey mprown B guality of music or offer sucko Sounced

Sord A Fenbuch e Ackfeionl ecke?

Cex ) [Comn ]

automatically adjusts system mixer

settings. We recommend you keep this checked. If you uncheck this selection, you must manually
configure your audio settings through Windows Sounds and Audio Devices.

e Use automatic volume and noise processing - This option usually improves audio quality when
people are talking. Unchecking this box may improve quality of music or other audio sources.

Webcam Preferences

The Webcam category lets you set up and test your
webcam for HDFaces Video Conferencing. Options
include:

e Your camera - Shows the make and model of your
detected webcam.

o Select adisplay format - Adjusts the aspect ratios
of webcam feeds. (4:3 is the normal display and
16:9 is the widescreen display.

e Advanced - Modifies your hardware settings from

#: Preferences - GoToMesting Showcase

Logitech CuskCam Pro $00 [e—

Select a display format:

(413 (honmaly 0 v (wadesonsen)

Crsmshorn? Wt B Support Corder

within GoToMeeting. Customizable options depend o
on your webcam manufacturer.
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Preferences for Mac Users

GoToMeeting Preferences allow you to set preferences for running GoToMeeting, choose which
GoToMeeting integrations are displayed and test the GoToMeeting connection.

Mac users may access GoToMeeting preferences by double-clicking the GoToMeeting Suite icon on their
desktop and selecting Preferences from the GoToMeeting menu in the menu bar.

Note: Preference options outlined in this guide are specific to GoToMeeting. If your account includes GoT oW ebinar, additional

preference options will appear. For more information on GoToW ebinar preference options, please refer to the Getting Started
section of the GoToWebinar help file.

¥ Yo' Preferences - GoToMeeting

[ Start Up  General Mestings  Integration Connection

Log in
i 5
" 'Remember me on this computer

E-mail Address

Password

Start Up Preferences
The Start Up tab lets you determine whether GoToMeeting is available immediately after startup.

e "Remember me on this computer” - This check box enables automatic login to GoToMeeting.

General Preferences
The General tab lets you set your general GoToMeeting preferences.

e Session ldentity - Remember your name and email as displayed in the Attendee List.

Meeting Preferences

The Meetings tab lets you determine which GoToMeeting options are available to attendees during a
meeting. You can also select which messages are viewable during a meeting. Options include:

e Enable or disable the ability for attendees to chat and view the Attendee List.
¢ Create a Chat Welcome Message that is sent to each attendee upon joining the meeting.

Integrations Preferences
The Integrations tab lets you determine where to display GoToMeeting integrations.

By selecting My default email application, you can integrate with MAPI-compliant email/calendar
programs other than Microsoft Outlook and Lotus Notes. Depending on your email application's
capabilities, integration with MAPI-enabled programs allows for features such as automatically adding
meetings to a calendar and automatic creation of email messages with meeting information.
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Connection Preferences

The Connection tab allows you to test the status of your GoToMeeting connection.

Note: To ensure a valid connection test, we advise that you refrain from testing your connection unless a GoT oMeeting Global
Customer Care representative directs you to perform the connection test.
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GoToMeeting Outlook Toolbar

The GoToMeeting Outlook toolbar provides
Windows-based users quick and easy access to

GoToMeeting functions right from Microsoft Outlook.

It includes the Meet Now and Schedule Meeting
buttons, in addition to links to Host a Meeting and
Join a Meeting and access to the My Meetings,
Help and About pages.

The GoToMeeting Outlook bar can be added or
removed from the Preferences menu.

GoToMeeting® User Guide

Add-Ins
@ GoToMeeting =| &3 Meet Now (D) Schedule Meeting
mg HostaMeeting...
ag Join 3 Meeting...
(B My Meetings...
Help
About

Integration with Microsoft Outlook is currently unavailable on the Mac.

P To add the Outlook Toolbar

1. Right-click the daisy icon @ in the system tray and select Preferences.
2. Onthe Integrations tab select Outlook and any other applications you would like integrated with

GoToMeeting.
3. Click OK.

Outlook may need to be shut down and restarted for the GoToMeeting Outlook bar to appear.

2 preferences - GoToMeeting El
Category Enbegrations
v
;Llﬁ- w2 Tolesting nbegratons
Webinars (2] se GoToMesting wah ‘.—/
Brisaomons | Slaor e A
Cornection
A O My defat emal spolcation
[] Sheome GaToMesting Tooku i Mirasoftl Office
[#] Mcrosalft Word
[ Microsadt Excel
(] Mcrosolt PowserPomk
[]Sheows bustton in mesosnger applcation:
[ [ coeel |

Note: Outlook integration requires Microsoft Outlook 2002 or later. Organizers using the Outlook published by Citrix Presentation
Server may need to manually add the Outlook toolbar from the Outlook tools menu. For more details, see the Set Up GoToMeeting

for Use with Citrix Presentation Server section of this guide.
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GoToMeeting Lotus Notes Menu Options

The GoToMeeting Lotus Notes menu options provide quick and easy access to GoToMeeting functions
right from the IBM Lotus Notes interface. It includes the Meet Now and Schedule Meeting buttons, in
addition to access to your My Meetings dialog box.

| Actions [Help
Add Recipients
Archive 3
Send Memo to Database Manager
Synchronize Address Book,
pgrade Folder Design

Edit Docurment

Mawve To Folder. .

Forward

Tools k
Lock Dacument

Unlock Document

View Options b

Meet Mow with GoToMeeting. ..
Schedule a GaTaMeeting. ..
My GoToMeekings. ..

Note: Lotus Notes integration requires IBM Lotus Notes 7.0 or newer. Lotus Notes may need to be shut down and restarted for the
GoToMeeting menu options to appear. The GoToMeeting Lotus Notes menu options can be added or removed from the
GoToMeeting Preferences menu. Organizers using Citrix Presentation Server should contact their Presentation Server
Administrator to display or remove the GoToMeeting Lotus Notes menu options in their published IBM Lotus Notes.
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GoToMeeting Messenger Button

The GoToMeeting Messenger button provides convenient access to starting an impromptu meeting right
from the Messenger application.

Note: Please see the Software Requirements section to check what instant-messaging products and versions are supported.

Instant-messaging applications may need to be shut down and restarted for the GoToMeeting Messenger button to appear. The
GoToMeeting Messenger button can be added or removed from the Preferences Integrations category.

=10l |

Add a GoToMeeting Corporate "Meet Now" Button to Your Website

As a GoToMeeting corporate account administrator, you can embed a GoToMeeting Meet Now button to
your website so that attendees can easily join a scheduled or impromptu meeting. To add any of the Meet
Now buttons to your website, copy one of the HTML codes below and paste it into the source code of the
page where you'd like to embed the button.

B To schedule a meeting using the Meet Now button

1. Schedule a meeting set for a future date or start an impromptu meeting.

2. Instruct your attendees to visit your website and click the Meet Now button to join the meeting.
They can also join the meeting by clicking the Join URL in the GoToMeeting invitation email.

3. If your attendees click on of the Meet Now buttons without the Meeting ID field, they are
directed to www.gotomeeting.com/join where they are prompted to enter the Meeting ID (the 9-digit
number provided by the meeting organizer). Once they enter the Meeting ID and click Join a
Meeting, they will be launched into session!

If your attendees are provided with the option to enter the Meeting ID above the Meet Now button
on your website, once they enter the Meeting ID, they will be seamlessly launched into session!

Large Blue Button

Meet Now
CLICK HERE

GoloMeeting’

GoToMeeting Large Blue Button

*<a href="https://www.gotomeeting.com/join"><img
src="http://img.gotomeeting.com/g2mimages/ad/messages/images/160_80_a.gif"
width="160" height="80" border="0"></a>*
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Small White Button

GololMeeting
GoToMeeting Small White Butbon

*<a href="https://www.gotomeeting.com/join"><img
src="http://img.gotomeeting.com/g2mimages/ad/messages/images/120_60_a.gif"
width="120" height="60" border="0"></a>*

Blue Button with Meeting ID Field

ENTER MEETING ID

CLICK HERE
GoloMeeting’

GoToMeeting Blue Button
With Meeting ID Field

*<script src="http://img.gotomeeting.com/g2mimages/ad/meetNowB.js"
language="javascript" type="text/javascript"></script>*

White Button with Meeting ID Field

ENTER MEETING 1D

e

Meet Now
CLICK HERE
GoToMeeting’

GoToMeeting White Button
With Meeting ID Field

*<script src="http://img.gotomeeting.com/g2mimages/ad/meetNowW .js"

language="javascript" type="text/javascript"></script>*
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Set Up GoToMeeting for Use with Citrix Presentation Server

Preferences

Depending on your Presentation Server environment, your Presentation Server administrator can choose
to configure your GoToMeeting settings for you without notifying you; configure your settings and notify
you of those settings; or allow you to configure them yourself. If your administrator has chosen your
configurations for you, you won't need to do anything; if your administrator has configured your settings
and opted to notify you, you will see a notification dialog when you start your first meeting from your
published environment.

% Client Setup - GoToMeeting

It has been detected that you are running GoToleeting in a Cirix Presentation Server
environment,

In order to provide the best integrated experience with yiour published email application, please
allows GoToMeeting bo sutomatically make the following changes bo ywour local installation:

— Options
¥ Disable local emal integration!

IF wour primary email spplication is executed on a remote server, local emal inbegration
should be turned off. 1tis recommended that vou start and scheduls meetings using the
GoToMeeting integrated boolbar o menu in your published emall application.

¥ Periodically synchronize reminders with "My Mestings®

Mesetings scheduled from the published email application are synchronized periodically with
vour Iocal GoTaMeeting installation so that vou can be more effectively reminded of

Continue

If your Citrix Presentation Server administrator has not already configured your GoToMeeting
preferences, the recommended settings can be configured under the Start Up tab and the Integrations
tab in the Preferences window.

Recommended settings for the Start Up category:

e Check the "Remind me of upcoming meetings" check box - This check box becomes available if
you select Automatically log in to GoToMeeting and will provide you with reminders for your
scheduled meetings.

e Check the "Periodically synchronize reminders with My Meetings" check box - This check box is
applicable to users of Citrix Presentation Server and is the recommended setting for optimal use.
This check box becomes available if you select the "Remind me of upcoming meetings" check box
and will synchronize meetings scheduled from a published Outlook® or Lotus Notes® with a local
installation of GoToMeeting.

Recommended settings for the Integrations tab:

1. Select your desired integration from the list of GoToMeeting integrations
2. Click the Advanced button and confirm that the application listed in the Application Name section
is the same as your selection from the GoToMeeting Integrations list.
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Ef Preferences - GoToMeeting/Go ToWebinar

-

X

Categary Integrations
Start Up o )
Ganeral GoToMeeting inkegrations
Magiings [#]use GaTaMesting with
Recordng by

...... i ) Micrasoft® Outloakm
Connactian

() IBMYE Lotus Hotesi®
My default emal application

Toolbar Advanced - GoToMeeting

¥ Use the application from a Citrix Presentation Server

Server Address | 10.3.137.5

Application Marme | Cutlook

o]

Cancel

P To configure GoToMeeting preferences

1. Right-click the GoToMeeting system tray icon and select Preferences,

-0r-

When in a meeting, select Preferences from the Tools menu in the Control Panel.

Select the appropriate category for the set of preferences you want to customize.

2.
3. Select your preferences.
4. Click OK.

Displaying the GoToMeeting Toolbar in Published Outlook

Organizers using Outlook published by Citrix Presentation Server may need to activate the Outlook

toolbar manually in order for it to display the first time.

B To activate the Outlook toolbar if it does not automatically display

1. Open Outlook.

2. Select Customize from the Tools menu.

Tools }_&:l:nns Help
L] Address Book...

[y Rules and Alerts...

Ot of Office Assistant. .,
Mailbox Cleanup...

Empky "Deleted Items" Folder

= |

Ctri+Shift+8

%
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3. Click to check the box next to GoToMeeting.

Customize 2| x|
Taolkars | Commands | Cptions E
Toobars:

g Advanced

i Menu Bar Hemarie
I wiah

|: E GoTolesting

:

Claze

4. The Outlook toolbar will appear in your published Outlook on the Citrix Presentation Server.
SB Mw {E—} Schedule Meeting ﬁ
&5 Hoska Meeting...
a5 Join a Meeting...
(5 My Meetings. ..
Help
About

Note: You may need to restart Outlook for the toolbar to appear.

Removing the Outlook Toolbar in Published Outlook

P To remove the Outlook toolbar

1. Open Outlook.
2. Select Customize from the Tools menu.
3. Deselect GoToMeeting from the list of toolbars.

For more information about using GoToMeeting with Presentation Server, refer to GoToMeeting for Citrix
Presentation Server FAQs.
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Organize Meetings

Organizer Role Overview

With a GoToMeeting account, organizers can schedule and host meetings and grant and revoke attendee
privileges.

e Create your account and download the GoToMeeting software on your computers so you can
schedule or conduct meetings.

e Be present at the start of any meeting as the meeting host.

e Create scheduled meetings or start impromptu meetings.

¢ Invite attendees via phone, email or instant message.

e Start meetings from the daisy icon &8 in the Windows system tray, the Mac GoToMeeting Suite
icon, the GoToMeeting website, the GoToMeeting Outlook bar or the GoToMeeting Messenger
button.

e Once a meeting starts, you become the meeting presenter. During the meeting, you may pass the
role of presenter to other attendees or promote an attendee to co-organizer.
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Schedule a Meeting

As a GoToMeeting organizer you can quickly schedule meetings in advance or start an impromptu
meeting directly from your desktop. Once a meeting is scheduled, you can host as many meetings as you
like with the existing meeting information no matter when it is scheduled. If you wish to save that meeting
information for future meetings then select the Recurring meeting option.

Schedule a Meeting from Your Desktop
P To schedule a meeting from your desktop

1. Right-click the daisy icon @ in the system tray on a Windowsor double-click the GoToMeeting
Suite icon on a Mac and select Schedule a Meeting.

2. If prompted, enter your email and password and click Log In.

3. On the Schedule a Meeting window, enter:

e Subject - Enter the title of your meeting. | g scheduie s Mesting - GaTaMesting X
o When will this meeting take place? - ' §
Select the date and start time. Subject | hew Meeting
e Recurring meeting - Check this box to When vell this meeting Lake place?
reuse the same meeting information for o ——— .
future meetings.
e Audio - Select the GoToMeeting Start 200 3| End 300PM (D) Local Tme Jore
integrated audio or use your own. e
e Provide VoIP only (requires
microphone and speakers) - All Audic
attendees join the audio portion via the ¥|Pravide audio informtion
Internet with built-in VoIP (Voice over @ Lise GoToMeeting integrated audio
Internet Protocol). P e VP S A Vo B )

e Provide a conference call number only ' Bryvss 2 qunfsrersr. 5o st sl
- All attendees join the audio portion
through the telephone.

e Provide both - Allows all attendees to
join the audio portion through the
telephone or VolP. Attendees joining
through VolP must have speakers to hear

Provide both
Inchude additional local toll numbers [Tt couniriss)

Pravide your own conference cal information

the meeting and a microphone if you R

would like them to speak. Attendees can Require meeting patsword

switch between these audio options

during a meeting. Be Mestngs Err—n

Note: If you are using the GoToMeeting Integrated
Audio, you can provide toll numbers for multiple countries. Please see Schedule an International Meeting for more
information.

e Provide your own conference call information - Select this option if you wish to use your
company's existing conference phone number.

e Meeting password - If you wish to protect your meeting with a password, you will be
prompted for it when you start your meeting and/or invite additional attendees. Your
attendees will also need to know this password to join.

© 2012 Citrix Online, LLC. All rights reserved. 29




GoToMeeting® User Guide

4. Click the Schedule button when complete.

You will receive notification that your meeting has been scheduled. If you have chosen to integrate
with Lotus Notes or Microsoft Outlook, a meeting reminder will be generated and give you the
option of inviting attendees via a Calendar appointment. See the Integrated Preferences section of
PC Preferences.

Note: In order to find the conference call number without Outlook or Lotus Notes integration, begin the meeting: the number is
displayed in the Audio tab.

View Scheduled Meetings

PTo view scheduled meetings via the GoToMeeting application

e Right-click the daisy icon in the Windows system tray or double-click the GoToMeeting Suite icon
on a Mac and select My Meetings.
¢ Enter your Email and Password in the Login window, and click Log In. The My Meetings window
appears listing all scheduled meetings.

. My Meetings - GoToMeeting

Please select a meeting and click Skarkt, Invite, Edit or Delete, Or Far new mestings,
click Schedule New Meeting.

| twie | [ Edt | | Delete
Subject Dake Time Meeting I
Weekly Team Meeting Recurring S26-505-796
Meeting to review project plan Fri 5/9/2003 2:00 AM 543-566-397
Event: Sales Training Wied SfZ1/2008 S:E30PM 331-747-312

Schedule Mew Meeting

Note: Scheduled meetings may al so be viewed from the www.gotomeeting.com website after logging in
to your account.
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Schedule Recurring Meetings

With the recurring meeting feature your meeting 1D, phone number, access code and any other settings
are preserved indefinitely for your future recurring meetings. This feature can be a time saver if you have
routine meetings or want to post the information on a website. Please see Schedule a Meeting for more

information.
There are a few important considerations to keep in mind when creating recurring meetings:

e The recurring meeting will only appear once in the My Meetings window and the Organizer website
and will be labeled "Recurring.” You will need to use your own local calendar applications to

schedule and track recurring meetings.
e The Meeting URL/ID and conference number stays available indefinitely.

B Sehaduln & Meating - GaTokoeting

Subgect | WesHly Stabus Mesting

Wiwe sl thes ovsefang fake place ™

ke
el Ered Loxal Tive Jong
] Becurng pesting
iodn
Ay 5 B CoTokaaling
rvonide A E: My Mestings - GoToMesting
D ise GoTobeuiing corfanirs ool borvics: Piearse select & meeting and dick Start, irvte, Edk or Delete, Or for new meetings,

{7 Provide Vol ordy (regueed micropbore and gl clch Schesdulle Mew Masting
) Petreide o conference call rumber orly SRl AR b L T
(5 i bt Stait [ e J Looed ] Delets |

Irahule wcldiorul :".\-'-F“-O‘-".F‘.'""':mm
[ Pty yinsr cve Dordiwaren call ind ariabion Mecting IT

Meetineg pas e d

Faturs reeleeg pastwasnd

By efings
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Schedule International Meetings

As a GoToMeeting organizer you can offer your international attendees conference numbers specific to
the country they are calling from. For example, if your attendees join from 3 different countries then you
can provide 3 different international numbers that all access the same meeting. By doing this you and
your attendees can avoid international rates and the trouble of looking up and dialing International
Country Codes. To manage your default country preferences please see Audio Conference Options.

The GoToMeeting Toll audio conference service includes the following international coverage.

International Toll Conference Numbers

Australia France Spain

Austria Germany Sweden
Belgium Italy Switzerland
Canada Netherlands United Kingdom
Denmark New Zealand United States
Finland Norway

The GoToMeeting Integrated Toll-Free audio conferencing service includes the following international
coverage. Note this option is a separately purchased service. Please see Integrated Toll-Free Audio for
more information.

International Toll-Free Conference Numbers

Australia Hong Kong New Zealand Switzerland
Austria Iceland Panama Taiwan
Belarus India Peru Thailand
Belgium Indonesia Philippines Ukraine
Brazil Ireland Poland United Kingdom
Canada Israel Portugal United States
China Italy Russia Uruguay
Czech Republic Japan Singapore Vietnam
Denmark Luxembourg South Africa

Finland Malaysia Spain

France Mexico Sweden
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P To schedule a meeting with international conference numbers

1. From the Schedule a Meeting window select GoToMeeting conference call service and then the

Edit countries link.

2. From the Edit Countries window select as many countries as necessary and click Done.
3. Click Schedule to confirm the new meeting.

¥ Schedule a Meeting - GoToMeeting

Subject | Mew mesting
Wethen will this mesting take place?
Date | Wed 10f29/ 2008 w

Stat| 200PM 5| End| 300PM 2| Local Teme Zone
[] Reouring mesting

Audio
[#] Provide suds information
(%) se GoToMeeting conference call service
() Provide YolP onty (requires microphone and speakers)
() Provide a conference call number oniy
(%) Provide both

:mmmm“hitmﬂ
() Prowide your own conference call

Meaeting pasoword

I Require mesting password |

S o

£ Edit Countries - - GoToMeeting

Clear Search

[ zwstralia

[ &ustria

Belgiurn

Denmark,

[] France

[ Germany

1 Ireland

LT frahe
Select All | Deselect Al

Selected countries: Belgiumm, Denmmark, Lnibed Stabes
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View Scheduled Meetings
Organizers can view all scheduled meetings via the GoToMeeting application.

Cancel a Scheduled Meeting

P To view scheduled meetings via the GoToMeeting application

1. Right-click the daisy icon @ in the Windows system tray or double-click the GoToMeeting

Suite icon on a Mac and select My Meetings.
2. Enter your Email and Password in the Login window, and click Log In.

The My Meetings window appears listing all scheduled meetings.

*# My Meetings - GoToMeeting

Please select a meeting and click Starkt, Invite, Edit or Delete, Or for new meetings,
click schedule Mew Meeting.

mvie | | Edt | | Delete
Subiject Date Tirne Meeking I
Weekly Team Meeting Recurring L26-503-706

Fri 5092003 2:00 AM 3435-566-397

Meeting bo review project plan
Wed 5f21/2008 J30PM 331-747-312

Event: Sales Training

Schedule Mew Meeting

Note: Scheduled meetings may al so be viewed from the www.gotomeeting.com website after logging in to your account.

34
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Invite Attendees to a Scheduled Meeting

An organizer can invite attendees to a scheduled meeting at any time prior to the start of the meeting.

Note: For information on how to invite attendees to a meeting already in progress, please see the Invite Attendees During a Meeting
section.

B To invite attendees to a scheduled meeting

1. Right-click the daisy icon % in the Windows system tray or double-click the GoToMeeting Suite
icon on a Mac and select My Meetings.

2. Enter your Email and Password in the Login window, and click Log In.

3. On the My Meetings window, select the meeting you want to invite attendees to by clicking the
name of the meeting in the Subject column, and click the Invite button.

e If you have an integrated email application an email will automatically be generated with the
meeting information included in the body text: Simply send the email to attendees.

e If you do not have an integrated email application, the Meeting Scheduled window will
appear: Simply click the Show invitation text link to display the invitation information and
on the "Invitation Text - GoToMeeting" dialog box click the Copy to Clipboard button and
paste the invitation information into your email program or convey the information to
attendees via any desired method.
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Editing a scheduled meeting can be done at any time prior to the start of the meeting directly from your

desktop. If you change the date and time you must remember to notify your attendees of that change.

The easiest way to notify your attendees is to send out a new invitation.

P To edit a scheduled meeting

1. Right-click the daisy icon & in the Windows system tray or double-click the GoToMeeting Suite
icon on a Mac and select My Meetings.

2. If prompted, enter your Email and Password in the Login window, and click Log In.

3. Select the meeting you want to modify and then click the Edit button.

4. Make any changes and click Save.

£ My Meetings - GoToMeeting

click. schedule Mew Meeting,

Subjeck

Mew Produck Demo
y atatus Meeting

Schedule Mew Meeting

Please select a meeting and click Start, Invite, Edit or Delete, Or For new meetings,

| mwie | | [ Edt | || Delete
Date Tirne Meeting ID
Fri 12212010 2:00 AM

Recurring

S05-452-752
57

Close

5. Be sure to contact any previously invited attendees to notify them of the change!

If you re-schedule a meeting:

If you reschedule a meeting, you must update the information in both your Outlook calendar and the

GoToMeeting software. Updating your Outlook calendar should notify affected participants of the change
in time, but does not change the time in GoToMeeting. After updating your Outlook calendar appointment,
you also need to update your meeting in the GoToMeeting software in order to reschedule.
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Expired Meetings

After you schedule a meeting, you can start or modify it for up to one hour after the scheduled end time.
After this time, a meeting expires and cannot be started, modified or otherwise accessed. If you need to
reschedule a meeting, you must do so from within the GoToMeeting software and not with Outlook or
another email client.

Note: Although GoToMeeting creates calendar appointments in Microsoft Outlook, it does not synchronize your scheduled meetings
with your Outlook calendar. See Edit a Scheduled Meeting.

> To change the date or time of a scheduled meeting

1. Right-click the @ icon in your system tray and select My Meetings.
2. Select the meeting time you want to change and click Edit.
3. Enter the new meeting start time and click Save.

O P e 3

Please select a meeting and click Start, Invite, Edit or Delete, Or for new meetings,
click Schedule Mew Mesting.

Start Trivite ‘ Edit ‘ Delete |
Subjeck Diste ‘m Meeting 1D
M masting Rscurring 579-693-105
Test Meeting Recurring 210-270-704
Iew meeting Recurring 386-211-889
e ing Eecurming G60-745-808

and Windows 7 Thu 12/16{2010 S:00PM  650-542-08D

Schedule New Maeting Refresh | Close
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Cancel a Scheduled Meeting

As a GoToMeeting organizer you can easily delete a scheduled meeting at any time prior to the start of
the meeting directly from your desktop.

Note: Canceling a scheduled meeting will not be automatically updated in Microsoft Outlook or other calendar applications; neither
will meeting attendees receive notice of the cancellation from GoToMeeting. Please be sure to contact meeting attendees directly to
notify them of the cancellation.

P To cancel a scheduled meeting

1. Right-click the daisy icon &8 in the Windows system tray or double-click the GoToMeeting Suite
icon on a Mac and select My Meetings.

2. If prompted, enter your Email and Password and click Log In.

3. Select the meeting you want to cancel and click Delete.

£ My Meetings - GoToMeeting

Please select a meeting and click Start, Invite, Edit or Delete, Or For new meetings,
click. schedule Mew Meeting.

| e | [ Edt | [[ oDelete

Subjeck Dake Time Meeting ID

Mew Produck Demo Fri 1j22/2010 00 &AM 505-482-752
eckly Status Meeting Recurring 57

Schedule Mew Meeting

4. Click OK .

5. Notify any previously invited attendees about the cancellation.
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Set GoToMeeting Time Zone

When you first create your account, GoToMeeting sets the default meeting time to Pacific Time. To have
your meeting times display in your local time zone, you will need to update your default time zone setting.

P To set GoToMeeting time zone

1. Open an Internet browser and go to www.gotomeeting.com.

2. Click Log In on the top-right of the screen.

3. In the Returning Users section, enter your email address and password and click the Log In
button.

4. In the left navigation, click My Account.
The My Account Details page loads displaying organizer account information.
5. At the top of your My Account Details page, enter your current Password.

6. In the Time Zone drop-down selection box, select your time zone and click Save Changes.
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Mobile Devices
GoToMeeting App for iPad™, iPhone™ & iPod Touch™ FAQs

General Information

What can | do with GoToMeeting on an Apple® iPad, iPhone or iPod Touch?

Attend GoToMeeting or GoToWebinar sessions from anywhere - free of charge.

Log in and start previously scheduled meetings.

Start instant meetings with Meet Now.

Present from an iPad, invite attendees and share content.

See up to 6 meeting participants on iPads.

Join meetings in seconds by tapping a Join link in an invitation email.

View presentations, mockups and reports — whatever the presenter shares on-screen.
Share HD video from the front or back camera on an iPad 2.

See who's presenting, who's talking and who else is attending.

Connect to audio through your Internet connection (WiFi or 3G), or dial in over the phone.
Chat with everyone in the meeting, with only organizers or with individual attendees.

How much does the GoToMeeting app cost? Are there any additional fees for using the
GoToMeeting app?

There is no cost for the GoToMeeting app. You can easily download the app from the App Store. There's
no charge for attending meetings or webinars. However, you are responsible for any long-distance
charges associated with dialing in to sessions by phone, as well as sharing HD video over 3G. There are
no long-distance charges for using audio over your iPad, iPhone or iPod Touch's built-in mic & speakers
(VolP), but you'll be responsible for any data charges that may be incurred.

What are the mandatory system requirements to join sessions from my iPad, iPhone or iPod
Touch?

o Free GoToMeeting app from the App Store
e iOS 5 or higher
e iPad 1 or newer, iPhone 3G or newer or iPod Touch 3rd generation or newer

How do | join a session from an iPad, iPhone or iPod Touch?

If you know the 9-digit Meeting or Webinar ID, you can join the session by simply opening the
GoToMeeting app and entering your name and the Meeting or Webinar ID (webinar attendees must also
enter their email). If you already have the GoToMeeting app installed, you can also join a session by
tapping the Join link in your GoToMeeting or GoToWebinar invitation email, which will automatically
launch you into session.
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Can | join a GoToMeeting with HDFaces video meeting from an iPad? How do | share my webcam?

Yes. You can join HDFaces video meetings as an attendee. If you're using an iPad, you can see up to 6
webcams. And if you're using a iPad 2 or higher, you can collaborate face-to-face by sharing your front or
back camera!

To turn on your webcam on an iPad 2 or higher, tap the Webcam icon - in the navigation bar, and
then tap Share My Webcam. We highly recommend using a strong WiFi connection. While it's possible to
stream video over 3G, we recommend WiFi. Operator data charges may apply, so we highly recommend
using an unlimited data plan or WiFi connection.

L st

Webcam Preview

Tap to Share Content

Share from the Browser

Share a Whiteboard

Can | host a meeting or webinar from my iPad, iPhone or iPod Touch? Can | show my screen if I'm
given presenter controls?

Yes, you can host a meeting from an iPad, iPhone and iPod touch with your GoToMeeting
username and password. Organizers can start previously scheduled meetings or they can start
and host instant meetings by tapping the Meet Now button on the My Meetings screen. Only iPad
users can present and share content on screen.
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How do | share content as a presenter?

Only iPad users can be presenters (iPhone and iPod touch users can't be made presenter). Presenters
can share content by sharing through the cloud, sharing through the browser or sharing a whiteboard.
Presenters can share content by tapping Share from the Cloud, Share from the Browser by entering a
URL into the browser or by tapping Share a Whiteboard. Presenters can also share content by tapping

the Cloud icon - and the Bookmark icon [l in the navigation bar. In order for attendees to see the

content, presenters must tap the Play icon n in the toolbar. The Screen Sharing icon will turn green .
when the content is being shared.

Tap to Share Content

Share from the Cloud

Share a Whiteboard

Can |l invite others to the meeting?

Yes, organizers can invite others to the meeting by tapping the Invite icon . and selecting either Email,
Message or Copy to Clipboard. The Meeting ID and meeting information can then be sent to
participants. For the Message option to appear, iMessage must be activated from the Settings app on the
iOS device. For the Email option to appear, email must be set up on the device.

As an organizer, can | promote attendees to presenter or organizer?

Organizers can make someone who joins from a Windows, Mac or iPad the presenter so that person can
share their screen. At this time, attendees who join from an iPhone or an Android cannot be made
presenters.

From the Attendee List, organizers can make someone else who joined from a Windows, Mac or Android
the organizer. Currently, attendees who join from an iOS device cannot be made an organizer.
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Can | see how my screen looks to attendees?

Yes, when sharing content you can preview how attendees are viewing their screen by tapping the

Screen Sharing icon - and turning Audience View on. A thumbnail image of what attendees are
seeing will appear on-screen and you can drag the thumbnail image by dragging the image with 1
finger.

Can | only draw on a whiteboard?

No. Presenters can use Drawing Tools to annotate directly on any screen being shared by tapping
the Drawing Tools icon in the toolbar. The Drawing Tools Grab Tab with the main controls will

expand. The Play icon n must be selected in order to share annotations. Drawings are only
shown to the attendees after you have picked up your finger.

Can attendees draw on the whiteboard?

No, not at this time. Only presenters can draw on the whiteboard.

Can | join awebinar as a panelist?

No, you cannot join a webinar as a panelist on an iPad, iPhone or iPod Touch.

Can | be made presenter during a webinar on an iPad?

No, not at this time.

Can I record sessions from my iOS device?

No, you cannot currently record sessions from an iOS device.

How does attending a meeting or webinar on an iPad, iPhone or iPod Touch compare with the
experience on a Windows or Mac?

Just as on a Windows or Mac, you can view the presenter's screen, see who's attending and who's
talking. However, some organizer features are not yet available on the iPad, iPhone and iPod Touch.

Unsupported features for GoToWebinar on iOS:

Drawing tools

Presenter controls

Keyboard and mouse controls
Start sessions

Schedule sessions
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Unsupported features for GoToMeeting for iOS:

o Keyboard and mouse controls of the presenter's desktop
e Schedule sessions

How can | change the view or zoom into the presenter's screen?

You can view the presenter's screen in both portrait and landscape mode. You can also double-tap
anywhere on the GoToMeeting Viewer to change the display to Fill Screen mode. Double-tap a second
time to zoom in to 100% mode. Double-tap a third time to return to the default view — Entire Screen mode.
You can also pinch or expand with 2 fingers, and pan to different parts of the presenter's screen by
dragging 1 finger across the GoToMeeting Viewer.

Can | chat with other meeting participants?

Yes, you can tap Chat in the toolbar to instantly send and receive messages to everyone, to only the
organizer(s) or to individual attendees. You can toggle between meeting participant names in the
Attendee List to read and send messages.

Can | ask questions, raise my hand or answer polls during a webinar?

You can ask questions (Q & A) to participate in the webinar, but you currently can't raise your hand or
answer polls from the GoToMeeting app. If a GoToWebinar organizer sends a chat or question to
everyone in the webinar, iOS attendees can reply or send a response.

Is the GoToMeeting app available on any other mobile device?

The GoToMeeting app is also available on Android smartphones and tablets.

Can | attend a GoToWebinar session from an iPad, iPhone or iPod Touch?

Yes! Simply use the GoToMeeting app to attend webinars from your iPad, iPhone or iPod touch.

Can | attend a GoToTraining session from an iPad, iPhone or iPod Touch?

No. You can only join GoToMeeting and GoToWebinar sessions as an attendee at this time.
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Audio

Can | connect to audio from the GoToMeeting app?

If the organizer provides both mic and speakers (VolP) and conference call numbers, you will
automatically connect to mic and speakers over your iPad, iPhone or iPod Touch’s Internet connection
(WiFi or 3G) once you join. The audio quality on your iPhone depends on the quality and bandwidth
available on the WiFi or 3G network that you're connected to. For best results, you should make sure you
have nothing else running that might use up bandwidth. WiFi connection is highly recommended.

If the organizer only provides a conference call number, or if you prefer to dial in by phone, iPad
attendees can tap the Settings icon = at the top right of the screen, tap Audio Settings and then
Telephone to access the conference call information.

iPhone attendees can go to the Meeting Information screen and tap a U.S. phone number to
automatically connect to the audio conference. With a single tap, the conference call number, access
code and Audio PIN are automatically dialed.

If you have an iPhone 4 or 4S on a network that does not allow simultaneous voice and data sharing
(CDMA), you won't be able to connect to GoToMeeting and dial in on your iPhone at the same time. To
connect to audio, you should use your iPhone’s Internet connection (WiFi or 3G) or dial in with a different
device.

- ATAT T 5510 PM = L ATAT T 5110 PM ==
v+ Settings [ ] tengs  Meeting Information
Meeting Infermation » Maot Mow

Wegtrg |0 408-563-606
Porsonal Information » Dnal: #1 (636) JTT-0032
Access Code  800-583- 508
PiN: 32
Mute Upan Joining OFF

Choose Audis Source

;ﬁs About GoToMesting

Can | mute/lunmute attendees using VolP or dialing in by phone on iOS devices?

Yes, if the attendee is connected to VolP, you can mute/unmute them to allow them to speak. If the
attendee is dialed in by phone, you can mute/unmute them only if the they have entered the Audio PIN,
which they can access in-session from Settings.

How do I dial in to the audio conference by phone?

If the organizer provides a U.S. phone number, you can go to the Meeting Information screen in-session
and tap the telephone number to automatically connect to the audio conference from your iPhone.

International telephone numbers do not have the single tap auto-dialing capability at this time. You can
still use the Phone app on your iPhone to enter international telephone numbers manually and dial in to
the audio conference.

© 2012 Citrix Online, LLC. All rights reserved. 45



GoToMeeting® User Guide

Why can't | switch from phone to mic & speakers (VolP)?

Once you dial in to the audio conference, mic and speakers (VolIP) is disabled for the remainder of the
session. If you want to switch back to VolP, you will need to leave the session and rejoin.

Why can't | connect to GoToMeeting and dial in on my iPhone?

If you have an iPhone 4 or 4S on a network that does not allow simultaneous voice and data over
(CDMA), you won't be able to connect to GoToMeeting and dial in on your iPhone at the same time. To
connect to audio, you should use your iPhone's built-in mic and speakers (VolP) or dial in with a different
device.

If the organizer only provides a conference call number as the audio option and you try to dial in to the
audio conference from a CDMA network without having a WiFi connection, you'll see a dialog notifying
you that your device does not support simultaneous voice and data sharing. Once you tap the Dial button
on the Join the Audio Conference dialog, you'll lose access to screen sharing.

What audio options does the GoToMeeting app support?

e iPad, iPhone or iPod Touch's built-in mic and speakers (VolP).

¢ iPad, iPhone or iPod Touch's built-in mic along with external headphones connected via the 3.5-
mm stereo headphone jack.

e Headset connected via the 3.5-mm stereo headphone jack.

¢ Bluetooth Hands Free devices.

For optimal audio quality, we recommend using a headset.

Will I have access to all of the session's conference call numbers?

Any conference call numbers provided by the organizer are available to an iPad attendee. iPhone
attendees who prefer to dial in by phone can access the conference call number(s) (if provided by the
organizer) in the GoToMeeting or GoToWebinar invitation email or Meeting Information screen.
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Troubleshooting
When I tap on the Join link, why do | have to enable cookies? How do | enable cookies on Safari?

If your iPad, iPhone or iPod Touch is running iOS 5 or higher, cookies are disabled on Safari by default.
You must first change your settings to enable cookies before you can join a meeting or webinar. To
enable cookies on Safari, go to Settings > Safari > Accept Cookies > Always or From Visited. Then
tap the Join link in your GoToMeeting or GoToWebinar invitation email to join the session.

| enabled cookies on Safari but still can't join the session. What should | do?

Try clearing your history, cookies and data by going to Settings > Safari > Clear History/Clear Cookies
and Data. Then tap the Join link again in your GoToMeeting or GoToWebinar invitation email to join the
session.

If you're still having problems joining, try forcing the GoToMeeting app to close:
1. Double-click the Home button to bring up the multi-tasking bar.
2. Press and hold the GoToMeeting app until the icon starts to wiggle.
3. Tap the minus symbol above the GoToMeeting app to close it.
4. Tap the Home button or anywhere above the multi-tasking bar to exit.

5. Then tap the Join link in your GoToMeeting or GoToWebinar invitation email to join. If you know
the 9-digit Meeting or Webinar ID, you can also open the app and manually enter it.
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GoToMeeting App for Android FAQs

General Information
Can l use the GoToMeeting app for Android on my Android device?

Yes. If you're running Android 2.2 (Froyo) or higher, you can install the GoToMeeting app from the
Google Play Store to join meetings and webinars as an attendee. If you're a GoToMeeting organizer, you
can log in and start a scheduled meeting from the app, but you won't yet be able to share your screen, so
we recommend making someone else who joined the meeting from a Windows or Mac the presenter or
co-organizer. We recommend using devices with a 1Ghz processor or higher for optimal performance.

How can | download the GoToMeeting app?

You can download the GoToMeeting app from the Google Play Store by signing in to your Google
account linked with your Android device and searching for the GoToMeeting app to install it. If you don’t
see an Install button, you may not be running Android 2.2 (Froyo) or higher (the minimum system
requirement needed to install the GoToMeeting app).

I:‘.. Google play tancy fake address @gmail com

G4 RE GoToMeeti
DOVWRLOATMNG @ DeTeapsting ng Fres

Choose device on which to
nstal

You can also download the GoToMeeting app from the Amazon Appstore (only available in the U.S.),
which lets you instantly download the GoToMeeting app to an Android device.

If you have the GoToMeeting app pre-loaded onto your device, you'll need to first upgrade to the latest

version of GoToMeeting. To upgrade, select the GoToMeeting daisy icon &8 and then select the Upgrade
button to install the most recent version of the app.

GoToMeeting * ‘ToMeeting
GoToMesting =~ .oMesting

Updates
Keeg this appbcation L 10 date automatical

Allow automatic updating
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If | have a Motorola Android-based device that doesn’t have the Google Play app, can | still
download the GoToMeeting app?

Yes. Attendees using Motorola Android-based devices in China can now download the GoToMeeting app
from SHOP4APPS™ — Motorola’s pre-installed Android application storefront. The GoToMeeting app is
not yet localized in Chinese, but it is available in English, German, French, Spanish and Italian.

Why can | see the GoToMeeting app in the Google Play Store but can’t download it?

Your device may not be running Android 2.2 (Froyo) or higher (the minimum system requirement needed
to install the GoToMeeting app). If your device is running 528 MHz CPU, you may not see the Install
button to download the GoToMeeting app.

What are the minimum system requirements for joining a GoToMeeting or GoToWebinar session
from my Android device?

Android 2.2 (Froyo) or higher

1 Ghz CPU or higher recommended

WiFi or 3G connection (WiFi recommended)
Free GoToMeeting app

Note: Attendees on devices that use CDMA and do not allow simultaneous data and voice sharing must be connected to the
Internet from a WiFi network to dial in using the same device they use to join the meeting. Otherwise, they will be disconnected from
GoToMeeting. Attendees on devices that use GSM can simultaneously share data and voice seamlessly.

e For the best audio experience, a headset is recommended.

Can | host meetings or webinars from the GoToMeeting app?

You can log in and start scheduled meetings from your Android smartphone or tablet, but you won't be
able to share your screen. We recommend making someone else who joined the meeting from a
Windows or Mac the presenter or co-organizer from the Attendee List. Unfortunately, you can't start
GoToWebinar sessions from your Android device at this time.

Can | join a GoToWebinar session as an attendee on my Android smartphone or tablet?

Yes! Simply use the GoToMeeting app to join a webinar as an attendee. You can select the Join URL
from your GoToWebinar invitation email, or you can enter the Webinar ID into the Meeting ID field to join.
If you haven't yet registered for the webinar, you'll be prompted to register and fill out the required
information before you can join the session.

Can ljoin or host a GoToTraining or GoToMeeting Global session from the GoToMeeting app?

No, only GoToMeeting U.S. organizers can start previously scheduled meetings from the app. Attendees
can join GoToMeeting Global and GoToWebinar Global sessions, but not training sessions.

Do I need a GoToMeeting or GoToWebinar account to join a session from my Android device?

No. As long as you're running Android 2.2 (Froyo) or higher, you can install the GoToMeeting app from
the Gooagle Play Store free of charge and join meetings and webinars from your device.
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Can I record sessions from my Android device?

No, you cannot currently record sessions from an Android device.

What are some of the unsupported GoToWebinar features?

Starting or joining a webinar as an organizer
Joining a webinar from a panelist invitation email
Presenting as a panelist or organizer

Screen Sharing

What are some of the unsupported GoToWebinar attendee features?

Submitting responses to Polls (attendees can only see Polls)
Participating in Q & A

Sending and receiving chats

Raising hands

Screen Sharing or presenting

Can | chat from the GoToMeeting app?

Yes, all attendees, organizers and presenters in a meeting can chat by tapping the Chat icon . in the
toolbar, typing a message in the Type a Message field and selecting Send. You can choose to chat with
everyone in the meeting or privately with 1 person in the meeting. When you receive a Chat message, the
Chat icon will bounce in the keyboard toolbar.

Note: The Chat feature is currently only supported for GoT oMeeting

Can | multi-task and use other apps on my Android device while attending a session?

Yes. During a session, you can put the GoToMeeting app into background mode by pressing the Home
button on your device to simultaneously use other apps without disconnecting from the meeting.

To re-open the GoToMeeting app, you can do any of the following:

Select the daisy icon & from the Android app menu.
Open the Notifications tab and select GoToMeeting.
e Hold down the Home button on your device until the Recent Apps screen appears. Select the daisy

icon &8,

Can | use a Bluetooth device for a meeting or webinar?

The GoToMeeting app for Android does not officially support Bluetooth devices. However, if you have an
A2DP (Advanced Audio Distribution Profile) device, you may be able to listen to the audio during a
meeting or webinar, but you probably won't be able to speak. If you can stream music from your Bluetooth
device, then you most likely have an A2DP profile that may let you listen to audio during a meeting or
webinar; however, those devices are not officially supported. .

Check your device's manufacturer to see if it supports an A2DP profile.
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What languages does the GoToMeeting app for Android support?

The GoToMeeting app for Android is supported in English, German, French, Spanish and Italian. If you
set your device’s default language to one of the supported languages, the GoToMeeting app appears in
your selected language.

Troubleshooting
Why can’t | connect to a meeting or webinar on the GoToMeeting app for Android?

The meeting organizer must be using GoToMeeting or GoToWebinar v4.8 or higher for attendees to join
sessions from Android devices. If the organizer is using an older version, you won't be able to use the
GoToMeeting app; instead, you would need to join the meeting from a Windows or Mac. Attendees
cannot join GoToTraining sessions from an Android device.

Why do | see an “Unable to Join the Meeting” error telling me that the Meeting ID is invalid?

If you manually entered the Meeting ID, double check to see that you typed it correctly.

When | select the Join link, why do | have to enable cookies before | can join? How do | enable
cookies on my browser?

If your browser is set to disable cookies, you must first enable cookies before you can join a session. To
enable cookies, go to your browser's settings, and select Accept Cookies. Then select the Join link in
your GoToMeeting or GoToWebinar invitation email to join.

| prefer to dial in to audio by phone. Where can | find the Audio PIN?

You do not need an Audio Pin to dial in to the audio conference by telephone. To dial in to the audio
conference by telephone you can set your default audio to Phone by going to the Settings tab and
selecting the Phone icon - % next to Default Audio. If your default audio is set to Phone and you join a
meeting from an Android device, you will be automatically dialed in to the meeting.

You can see if you are connected to the meeting by VolIP or telephone in the Audio tab. If the organizer
has provided dial-in phone numbers, you can switch to telephone by tapping Switch to Phone in the
Audio Tab. In the Audio tab you will also see a list of telephone numbers associated with the session. If
the organizer provides international country numbers, you can choose which country you wish to dial into.
Once you tap Dial, you will automatically dial in to the conference via the Android Phone app and will
need to navigate back to the GoToMeeting app to return to the session.

Why am | disconnected from GoToMeeting when I try dialing in from my device?

If you're using a device that doesn'’t allow simultaneous data and voice sharing (CDMA), you must
connect to the Internet from a WiFi network to dial in using the same device you use to join the meeting;
otherwise, you'll be disconnected from GoToMeeting. If you aren’t connected to the Internet through WiFi,
you must use your device’s mic and speakers (VolIP) or dial in with a different device to connect to audio.
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Why can’t | access the Meeting Information in my Settings before the meeting starts?

You have to wait until you enter the meeting before you can access the Meeting Information. Once the
organizer starts the meeting, you can access the Meeting Information by selecting the Settings button on
the View tab.

Why can't | register for awebinar from my Android device?

You may be using an Android device that is not fully compatible with GoToWebinar. Try registering for the
webinar from a supported computer or tablet.
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GoToMeeting Integrated Audio

GoToMeeting includes an integrated audio solution at no extra cost to you. Choose between phone and
Voice over Internet Protocol (VolP) or allow both options. Participants who join the meeting via telephone
dial a toll-based number that GoToMeeting provides automatically. Participants are then charged their
standard long-distance rate for calling this toll-based number, just as if they made a regular long-distance
call. Participants who join the meeting via VolP need speakers or headphones to hear the GoToMeeting
session and a microphone if you want them to speak. (We recommend a USB headset).

Audio details can be found in the Control Panel once the meeting starts. GoToMeeting will automatically
generate a conference call number, access code and Audio PIN for all attendees joining via telephone.

You may decide to use the GoToMeeting integrated audio or choose another method of bringing audio to
your online meetings

Note: If you choose to use your own audio service provider for the audio portion of the meeting, GoToMeeting will include your dial-
in numbers with the meeting information; however GoToMeeting audio features (such as VolP and Control Panel audio
management) do not apply.
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Audio Mode: Using Telephone

At the specified meeting time, dial the conference call number. When prompted, enter the access code
followed by the # key and then your unique Audio PIN. Once in a conference call, participants and
organizers can enter commands using their phone keypads.

B Connect to audio using telephone

1. During a session, select Use Telephone in the Audio pane of your Control Panel.
2. Dial the conference call number provided.
3. Enter the access code followed by the # key.
4. Enter the Audio PIN followed by the # key
= Audic
(® Telephone

(' Mic & Speakers

Dial: +1 (773) 945-1031
Access Code: 567-647-790
Audio PIN: 17

If vou're already on the call, press #17# now.
{and additicnal numbers ...}
Problem dialing in?

When someone experiences problems dialing in to the audio conference during a session, they can use
an alternate phone number (toll, toll-free and/or international numbers) from a different network provider
to connect to the audio conference.

1. During a session, click the Problem dialing in? link in the Audio pane of the Control Panel.

2. You'll automatically be redirected to the Can't Dial in to the Conference? web page where you
can choose your preferred dial-in country if it's available.

3. Try calling the number provided instead.

o If the scheduling organizer only enables one country for the session, the alternate toll and/or
toll-free number should be displayed on the Can’t Dial in to the Conference? page.

What's Causing This?

Can't Dial into the Conference?

tetephone prowder

SusttionsT

u United States
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o If the scheduling organizer enables toll and/or toll-free numbers for multiple countries, use
the drop-down menu to select your preferred country.

Can't Dial into the Conference? i e

numbe provided. please choose your prefiemed dialen country and

Iolephone provwder

Norway GQuestions?

Contact Global Cusiaemer Suppart or

twdt 10 us @CoTeMesting

5) 4167
Access Code: 106-287-736

Ausho PIN: Shewn siter joming the session

o If the scheduling organizer enables multiple toll and/or toll-free countries and you select one
of the countries that does not have an alternate number available, the following message
appears: “Unfortunately, an alternate number is not available for this country.”

Can't Dial into the Conference?

If \_u-';;-l.'r-_* h;mng [T |-}.1l.'hm-§ tha numbar pronded, please choose your ;.n-=f-=rr--.'1 diad-sn country and
try the number ksted

——
k India -

Unfortunately, an alternate number is not
available for this country.

e The message “Unfortunately, alternate phone numbers aren’t available. To join the audio
conference, please join the session via your computer and select Mic & Speakers” appears
when any of the following occurs:

e The scheduling organizer only enables one country and an alternate number is not
available.

e The scheduling organizer enables toll and/or toll-free numbers for multiple countries
and none of those countries has any alternate numbers available.

e The audio server is experiencing an outage.

g i o What's Causing This?
Can't Dial into the Conference?

A telephone promder (S experiencing
We are expanencing an outage with a telephone provides an outage Well try 1o prowide an

altemate number from another
{elephone prowder
Unfortunately, alternate phone numbers aren't available. To join (o 2 -
the audio conference. please join the Ses50n Via your compuier and sehect Questions?
NEC & Seakers Contact Global Customsr Support or

twaet to us @GoToMaeting

e If there aren't any alternate numbers available for any countries, you can still join the audio
conference via your computer's built-in mic & speakers (VolP) by selecting the Mic &
Speakers option in the Audio pane on your Control Panel.
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| Manage audio via telephone commands (organizers only)

Organizer Telephone Commands

Command Feature Details
*2 Count Provides the number of attendees dialed in to the
conference.
*3 On-hold beep controls Sets the on-hold beeps. Pressing *3 sets the following
options:

e On-hold beeps on (default).
e On-hold beeps off.

*4 Menu Provides a menu of available conference commands.

*5 Listening Modes Sets listening modes for the audience. Meeting
organizers can cycle through three listening modes by
pressing *5.

e Mute: organizers and panelists can unmute
themselves by pressing *6
e Mute: organizers and panelists cannot unmute

themselves
o Unmute: organizers and panelists are unmuted
(default)
*6 Mute/Unmute Mutes the organizer's line. Pressing *6 again will unmute
the line.
*8 Chime Controls Sets entry and exit chimes. By default, entry and exit
chimes are on. Pressing *8 cycles through the following
options.

Entry chime and exit chime on (default)
Entry and exit chimes off

Entry chimes off exit chime on

Entry chime on exit chime off

- Manage audio via telephone commands (attendees only)

Attendees Telephone Commands

Command Feature Details
*3 Exit Exits the conference call.
*4 Menu Provides a menu of available conference commands.
*6 Mute/ Unmute Mutes the participant's line. Pressing *6 again will unmute the
line.
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Turning entry and exit chimes on/off

GoToMeeting entry and exit chimes are turned on by default. Press *8 to cycle through the entry and exit
chimes options using your telephone.

You may also turn chimes on and off from the Control Panel. Simply click Edit in the Audio pane, and
then click Play Entry/Exit Chimes to toggle chimes on and off.

© 2012 Citrix Online, LLC. All rights reserved. 57



GoToMeeting® User Guide

Audio Mode: Using VolP Checklist

Mic & Speakers Device Recommendations

When using Mic & Speakers, audio quality can vary based on your audio software/hardware
manufacturer as well as your operating system. The following table lists tested hardware devices in order
of best quality to poor quality.

Listed in order from best quality to poor quality

USB* headset connected to your Best
computer

Headphones and USB* microphone
connected to your computer

Analog** headset connected to your Good
computer

Headphones and analog microphone**
connected to your computer

External speakers and analog
microphone

o Poor
Laptop built-in microphone and speakers

External speakers and USB Webcam Poor
microphone

\!’F.i\)[@ .i\D

B -

*USB Cable '{;' **Analog Cable et b
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Mic & Speakers Setup - Windows Users

P To select and test your Mic & Speakers

1. After you've logged into the session, select "Mic & Speakers" in the Audio pane of your Control

Panel.
2. Click Settings.

= Audio

(O Telephone
® Mic & Speakers Settings

&000000001 000000000

a. Select a microphone from the drop-down list . Speak into your microphone: If the correct
device is selected, the meter will light up green.

b. Select speakers from the drop-down menu . Click Play Sound: If connected correctly, the

meter will light up green and you will hear an audio track through your speakers.

Note: If the green meters do not light up, select another device listed in the menu and repeat the test.

c. The volume bar can be adjusted at any time during the session

Note: Advanced - Audio levels are automatically adjusted. We recommend you keep this checked. If you uncheck this

selection, you must manually configure your audio settings through Windows Sounds and Audio Devices. If your attendees
can't understand you because your voice is distorted, try un-checking "Microphone boost."

3. Click OK.

@ Preferences - GoToMesting ﬁ
Category Aaydia
Start Up '
Gener S
Miestrigs
Webinars @f Mizrophone Setup
Recond 3
R Select a device and speak into the microphane ta test:
Soorecion (Merophone (3-DA% Adspter) px| &
iebam The meter vell o gres=n when your microphane is working.
o) Speaeers Setup
Select & dewce and dick Play Sound o st
| Speakers (2- a4 Adapter) =
Click Play Sewnd and verify you can hear it playing from your speakers
Fiay Sound w
Advanced
| Automatically adjust my system miver setings
o | Lise automatic volume and noke prooessing
Lisually improves sudio quakty when people are taling. Uncheddng
may improve he quality af music or other sudo sounces.
aend A Feedback Nesd Additional Heln?
—
L K ] | Cancel
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Audio Hardware Detection

If new audio hardware is plugged in during a session you will be prompted to use the device. If accepted,
the application will automatically configure your audio preferences for the new hardware.

¥ New Audio Hardware Detected - GoToMeeting E'

GoToMesting has detected new audio hardware that it can set up

x.._f‘/ far you.
Do you want to start using this hardware?

IJse Mew Hardware l [ Mok Right Mo

Mic & Speakers Setup - Mac Users

Mac users can select audio devices in-session only. Input and output devices connected to your
computer are automatically detected.

P To select and test your Mic &Speakers
1. You can select and test your audio devices through the Audio pane of the Control Panel. If your
audio devices are connected correctly, you will see the sound meters in the control panel light up

green.
2. If the meters for Mic or Speakers do not light up green when you or others are speaking, click on

the icons in the Audio pane of the Control Panel. A drop-down menu will appear when you click

either icon.
e Microphone - To test, speak into your microphone; if the correct device is selected, the meter

will light up green.
e Speakers - To test, select a device from the drop-down menu. If connected correctly, the meter

will light up green and you will hear an audio track through your speakers.
o |If the green meters do not light up, select another device listed in the menu and repeat the test.

¢ Adjust speaker volume on your Mac keyboard.

Audio Mode: () Use Telephone
(*) Use Mic & Speakers

v Built-in Microphone
Talkit  Built-in Input

Default
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Entry/Exit Chimes and On-Hold Beeps

GoToMeeting produces 2 different types of audio notifications that can be managed directly from the
presenter's control panel or from the telephone. These notifications can be disabled if you or your
attendees find them distracting.

P To manage entry/exit chimes and on-hold beeps from the control panel

1. From the Audio pane in the presenter's control panel, click Edit. (a)
e Play On-Hold Beeps: If this option is checked, you hear status beeps until the first attendee
joins your meeting. (b)
e Play Entry/Exit Chimes: If this option is checked, both organizer and attendees hear a
chime every time an attendee enters or exits the meeting. (c)

= Audio
Edi a
gﬁ_'eg‘h ;” Edit Audio Made. . s
vie F v Play On-Hold Beeps 2
&  Flav Entry/Exit Chimes —— L ¢
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Integrated Toll-Free Audio

GoToMeeting organizers have the option to host meetings and webinars with any combination of toll-
based, toll-free and VolIP audio. Features like on-screen muting and integrated recording remain the
same regardless of which audio option is selected.

Integrated toll-free audio is a separate service and has to first be enabled online by individual organizers
or by your company's GoToMeeting account administrator if you're a corporate user. Individual
GoToMeeting organizers based within the United States can purchase Integrated Toll-Free service.
GoToMeeting corporate accounts can purchase Integrated Toll-Free service only if their billing address is
based in the United States, Australia, Canada or United Kingdom.

An organizer's account incurs per-minute charges for each attendee dialing in through the Integrated Toll-
Free audio service.

As with existing meetings and webinars, each session will have a unique toll-free number and access
code. If you wish to re-use the same audio options for your meetings, select the Recurring Meetingcheck
box in the Schedule a Meeting window.

Note: For any webinar, meeting or recurring meeting that was scheduled prior to an account's toll-free integration, the regular toll
based conference numbers will automatically be changed if toll-free numbers are added to an already existing meeting or webinar. It
is recommended that you resend the meeting invitation and webinar confirmation emails to your participants so that they get access
to the new numbers. The meeting ID and URL for those meetings and webinars will not be impacted and the new conference
number will be provided to the attendees in the waiting room as well as the Control Panel.

Calculating Toll-Free Minutes

Per-minute charges apply to all participants who dial in with the toll-free option. Those who join by regular
toll numbers are charged rates based on their own long distance provider. There are no additional
charges for those who join a meeting or webinar with VVolP audio.

To minimize billing, any attendee who joins a meeting or webinar before the organizer starts the event is
disconnected after 15 minutes of inactivity. If the meeting or webinar is cancelled and never started by the
organizer, then no charges are incurred. If, however, any organizer from the account joins the event, even
if the meeting or webinar is never actually started, the account is charged for the organizer's minutes,
along with the minutes incurred by any attendees waiting for the event to start.

The organizer's company will be billed separately for toll-free audio by Citrix Online Audio, LLC.

© 2012 Citrix Online, LLC. All rights reserved. 62



GoToMeeting® User Guide

Schedule a Meeting with Integrated Toll-Free Audio
B To schedule a meeting with integrated toll-free audio

1. Right-click the daisy icon @ in the system tray on a Windows or double-click the GoToMeeting
Suite icon on a Mac and select Schedule a Meeting.

2. Enter your email and password in the Login window, and click Log In.

3. Schedule your meeting as you normally would by including the subject, date and time.

4. To add a toll-free number to your meeting invitation, select the Edit Countries link, scroll to the
bottom of the list and select the toll-free options you would like to provide.The toll-free number can
be offered to your attendees along with VolP and the traditional toll-conference option.

Note: Additional per-minute charges are incurred for each attendee dialing in with the toll-free service.

8B Schedule a Meeting - GoToMeeting [eerin|

Subject Mew Meeting
When will this meeting take place?

Date Wed 10/ 3/2012 E-

Start LOOPM 5| End 2:00PM Local Time Zone
[7] eecurring meeting
Audia
@) Use built-in audio conferendng
Provide your own conference cal information
Provide YoIP only (reguires microphone and speakers)
Provide a conference call number only & £ Countres - GoToMesting 5

@ Provide both
Where are your attendees located? (Edit counires)

. Dpaw iy

o | Lisraine (tol-free]

Linit=d Engdom
J-CII'II‘IQ | Lirabesd inigdom [ind-Fee]
Lrited St
Require meeting passward F| Urited Stubes (1ol -Hee)

| Uruguay (tol -fee)
o | Wit Piam (Roll-bes)

My Meetings |._ Saelect Ml | Dessiect Al

Sederted mountries: &fgenina (iol-free), Australs, Sustrsha
(il -Free), Auniria (bod-free), Babwan [l-fes),
Bebyx {tol-free], Beigam (ol-free), Bras
(el -Free ), Coarancia (pol-free ), Chana (toll-fes]
Credch Republe (ol -free)l, Denmark (ol-5ee)
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Schedule a Meeting with Toll-Free and VolP

To offer your attendees a choice between 2 free audio options, simply ensure that the toll number has
been deselected when you schedule the meeting.

85 Schedule 2 Meeting - GoToMeeting ==

Subject Mew Meeting
When will this meeting take place?

Date Wed 10/ 3/2012 @

Start LOOPM 5| End 2:00PM Local Time Zone
[7] recurring meeting
Audio

@ Use built-in audio conferendng

Provide your own conference call information

Provide YoIP only (reguires microphone and speakers)
Provide a conference call number only £33 Edit Countres - GoToMesting =5
@ Provide both
Where are your attendees located? (Edit countnies)

o | Lisraine (tol-free)

Lini b=d Kingdom
J-CII'II‘N} # | Lirnbesd iingcom [inl-fee]
Lirited States
Require meeting passwaord F| Urited Stubes (1ol -Hee)

| Uruguay (tol -fee)
o | Wit Piam (Roll-bes)

My Meetings |._ Seiect Ml | Dessiect Al

Sederted mountries: &fgenina (iol-free), Australs, Sustrsha
(il Free), Auniria (ol fee), Gatran [ol-fe),
Belyrus (ml-free), Seigum (iol-free], Brasl
(el -Free ), Coarancia (pol-free ), Chana (toll-fes]
Crech Republe (ol -Free), Dermma (ol -Ses)

Start a Meeting with Integrated Toll-Free Audio

Starting a meeting with integrated toll-free audio is the same as starting any other meeting, but with 1 key
difference. Because the organizer is charged for each attendee dialing in with toll-free audio, accounts
enabled with integrated toll-free audio will no longer permit attendees to talk amongst themselves until the
organizer officially launches GoToMeeting. If an organizer is late to start the meeting, attendees will
remain on hold and will hear the following greeting: "The organizer has not yet started the meeting. You
will be placed on hold until an organizer starts GoToMeeting."

Countries with Integrated Toll-Free Audio

Individual GoToMeeting organizers have the option to add Integrated Toll-Free service for the United
States and Canada.

GoToMeeting Corporate accounts have the option to add Integrated Toll-Free service for some countries.
Click here to see the list of countries.
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Recording with Toll-Free Audio

Whether you or your attendees join with VolIP, toll or toll-free audio, you can easily and seamlessly record
all participants. From the Recording section of the Preferences window, simply select Use GoToMeeting

Audio Service. For more information about the Recording feature, please refer to Recording a Meeting on
the GoToMeeting support site.

* Preferences - GoToMeeting

Category Fecordrg
Srart L B
Gsnewal Pt
Mot ) Do
] CHDont recond audi
) 5
1 aticrs () L GoToMasting fuch Sarice
{M:mﬁ Restords ewryon whi speaks [via microphons o belaphone),
Ay TR yoir o B0 sy

Fogquengd & plysicsl ingut denics, A mitrofihorss will neoond st pour
wiokoe. & phons patch devvce vl record everyons whio spesks.,

Beed oo hedp?

L

=

{#) Poscord i GoTobiseting format

Mo sddbional processing time, GoToMesting wmers can visw using
Wirsdons Hindia Plryer 9 or above, hon-GoToleeting users sust
ratall & video codec first bo view.

(2 Corwenst b Windows Madka Plryer fil
Fogires addtional processEng time after reconding, but alows
Ao BD witee LG Wirsdowes Mecdhs Plaer 9 o abvs withaut
addibional steps,
AT O
S inc
Dt s and Sattingsiuder| My Dodussants Ercesiie

o ] [ ]

GoToMeeting participants now see "This session is being recorded" at the bottom of the Control Panel
when a session is being recorded.

Toggle Audio Notifications

GoToMeeting produces two different types of audio notifications that can be managed directly from the

presenter's control panel or from the telephone. These notifications can be disabled if you or your
attendees find them distracting.

P To manage entry/exit chimes and on-hold beeps from the control panel

1. From the Audio pane in the presenter's control panel, click Edit. (a)
e Play On-Hold Beeps: If this option is checked, you hear status beeps until the first attendee
joins your meeting. (b)
o Play Entry/Exit Chimes: If this option is checked, then the organizer and attendees hear a
chime every time an attendee enters or exits the meeting. (c)

= Audio
it - da
gﬁleih ;” Edit Audio Mode. .. Editv—
Ic : v Play On-Hold Beeps b
&  Flav Entry/Exit Chimes —— L ¢
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Broadcast Computer Audio

While GoToMeeting is designed to efficiently broadcast voice audio over telephone or VolP there may be
times when you wish to broadcast an audio recording from your computer. In this section you will find
audio configuration instructions that should allow you to transmit both your voice and audio from your
computer. Due to some sound card limitations these procedures may not work with every system.

P To configure Windows XP to broadcast audio

Note: Not all computers have a Stereo Mix option. Depending on your sound card, it may be called something else (like "What U
Hear" on some Soundblaster cards) or may be absent entirely.

Note: You cannot use your microphone when switching via software.

1. Double-click the volume icon in the system tray (usually bottom-right of your desktop).
Select Options, then Properties.

Under Adjust Volume for choose Recording

Ensure Stereo Mix is checked.

Click OK.

On the Recording Control screen, select the checkbox under Stereo Mix.

ogakwN

P To configure Vista or Windows 7 to broadcast audio

Note: Not all computers have a Stereo Mix option. Depending on your sound card, it may be called something else (like "What U
Hear" on some Soundblaster cards) or may be absent entirely.

Note: You cannot use your microphone when switching via software.

Right-click the volume icon in the system tray (usually bottom-right of your desktop).
Select Recording Devices from the menu.

Right-click the first item on the list and ensure Show Disabled Devices is checked.
Ensure Stereo Mix is the default device.

Press OK.

apwNE

Hardware Option

Parts needed

e Two (2) 3.5 mm audio splitters (one male, two female).
¢ One (1) 3.5 mm audio patch cable (two male ends, typically 3" long).

> To configure your system to broadcast with hardware

Plug one splitter into your line out port (for speakers, typically colored green).

Plug the other splitter into your microphone port (typically pink).

Plug the patch cable into the splitter on line out and then into the splitter on microphone.

Plug your microphone into the microphone splitter, and then plug your speakers into the line out
splitter.

Note: You may use your microphone and speakers simultaneously.

PP
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3rd Party Audio and HiDef Conferencing

When you schedule a meeting you can select which audio option works best for you and your attendees.
If you choose to use a conferencing solution other than GoToMeeting integrated audio then all you have
to do is include that information in the conference call field in the Schedule a Meeting dialog box.

Once scheduled, you will see your 3rd party conference number referenced in your meeting invitation,
waiting room and the Audio pane in the presenter and attendee Control Panel.

Note: On-screen muting and VolP audio are not available while using 3rd party audio solutions.

You can obtain a toll-free or international access conference call number through most conference call
vendors. Note that there is often an additional fee for these numbers.

-,

@ Schedule a Meeting - GoToMeeting @

Subject Mew Meeting
When will this meeting take place?
Date Tue 10/ 9/2012 &~

Start 300PM .| End 400PM Local Time Zone

| Recurring meeting

Use bullt-n audic conferendng

Audio

@ Provide your own conference call information

Jaining

Reguire meeting password

My Meetings Schedule

Citrix Online HiDef Conferencing™

Citrix Online now offers additional audio solutions including toll-free numbers through HiDef Conferencing
which can be used with GoToMeeting. If you already have a HiDef Conferencing account then simply
include your phone number and meeting room ID in the conference call field in the Schedule a Meeting
dialog box.

If you wish to learn more about integrated toll-free audio service for GoToMeeting Corporate customers
then please refer to Integrated Toll-Free Audio for details.
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HDFaces Video Conferencing

GoToMeeting with HDFaces is a high-definition video conferencing technology that combines screen
sharing, audio conferencing and video conferencing. Meeting participants can share up to 6 high-
resolution video conferencing streams while viewing the presenter's screen. A resizable viewer and
customizable layouts allow you to adapt to numerous monitor and projection configurations. HDFaces is
included with GoToMeeting at no additional cost. All you need is an Internet connection and a webcam to
begin enjoying a telepresence-quality experience!

T I Ly —

@ e —

= Webcam
Share or stop webcams from the Control
@ Share My Webcam

Panel Viebcams »

You and your attendees can share webcams in any
of the following ways:

Click the webcam icon E on the Grab Tab.
Click the Share My Webcam button in the Webcam pane on the Control Panel.
e Select Share My Webcam from the Webcams drop-down menu.

Click the webcam icon next to your name in the Attendee List (Windows-only).
Right-click your own name in the Attendee List and select Share My Webcam.

Organizers can send Share Webcam Requests to attendees in any of the following ways:

o Click the Webcam column on the Attendee List.
¢ Right-click an attendee's name from the Attendee List and select Send Webcam Request from

the drop-down menu.

.Mtandne List {4] Max 16}

: !
. . =t ]
Organizers can turn off attendee webcams in any of the & |[¥ =« NAMES - ALPHABETICALLY = |

fOIIOWing WayS: t. B =« Tony Eka (Organizer, Pre..
"4 = Carey Caulfield |

. f = Casey Horon

* Click the green webcam button next to an attendee’s o R T T _
name. Attendees will see a yellow tip or dialog indicating [ wite Ax (2 Unmute As | [invite Others | |

that the organizer has closed their webcam feed. —— -
e Right-click an attendee's name from the Attendee list and select Stop Webcam Sharing
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Manage your webcam from your video feed

e Temporarily Pause/Play your video by selecting the Pause
or Play button on the top-right corner of your webcam feed.
(a)

e Resize the webcam viewer and screen sharing using the
slider. You can click and drag any part of the slider to
adjust the display. (b)

o When only webcams are being shared, participants can
resize webcams by clicking and dragging the bottom-right
corner of the Viewer. Expand and minimize how webcams
and/or screen sharing is displayed by clicking and dragging
the bottom-right corner of the viewer. If only webcams are
being shared (not screen sharing), you can adjust the size
and position of the webcam viewer by using the Webcams
drop-down menu and selecting one of the following
Webcam Positions: Top, Left, Bottom, Right.

=3
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Toggle the webcam layouts

Attendees can change the webcam position from the Webcams drop-down menu located in the top-left
corner of the viewer or the Webcam pane in the Control Panel (only available when both webcams and
screen sharing are enabled).

@ GoToMeeting Showcase Viewer

VWebcams =

Stop Sharing My Webcam
Hide Webcams

Top
Left
Bokkam
Right

v Blways in Fronk

Preferences. ..

= Webcam

@ Stop Sharing My Webcam

Stop Sharing My Webcam
Hide Webcams

Top
Left
Bokkarm
Right

v Always in Fronk

Preferences. ..

e Share My Webcam - Shares your own webcam.

e Stop Sharing My Webcam - Stops broadcasting your own webcam.

¢ Hide Webcams - Hides the webcam viewer but still broadcasts your webcam feed to other
attendees.

e Always in Front - Keeps webcams on top of all other applications and windows (only available for
Windows organizers and all Mac participants). Hiding webcams decrease bandwidth consumption.
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From the Options menu, organizers can uncheck the Attendees Can Share Webcams setting to remove

the option for all meeting participants to share webcams.

File | Options |View Help
= 5  Attendess Can Chat

Sto| v Attendess Can View Attendes List

Show My Stop Give Change
Shaowing Keyboard  Presenter
Crree & Mouse

Manage your webcam settings

1. Click the File menu and select
Preferences, or right-click the

Catsoiy
GoToMeeting daisy icon & from your 2t
system tray and select Preferences. ok
Preferences can also be found on the | o
Webcams drop-down menu in the e

Webcam pane or viewer.

2. From the Preferences window, select
the Webcam option from the left
navigation to view the following:

e Your camera - Shows the make and
model of your detected webcam.

e Select a display format - Adjusts the
aspect ratios of webcam feeds. 4:3 is
the normal display and 16:9 is the
widescreen display.

e Advanced - Modifies your hardware
settings from within GoToMeeting.
Customizable options depend on your
webcam manufacturer.

¥ Prifferances - GoToMerting Showcase

Wour camera:
Lisgbech ChubthC am Pro (XN} [er—
Selert a display lormat:
(=413 (horma ) 169 [Wdersoresn)
Quesborn’? it the Support Conter

[ o ][ coww
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Start/End a Scheduled Meeting

Scheduled meetings are any GoToMeeting sessions that have been previously scheduled by the
organizer in the GoToMeeting application.

Scheduled GoToMeeting sessions can be started from the GoToMeeting Windows system tray icon, the
Mac GoToMeeting Suite icon, the GoToMeeting website and the GoToMeeting Outlook bar.

Note: To start a meeting the GoToMeeting application must be installed on the Windows or Mac being used by the meeting
organizer. For more information on installing the GoToMeeting application please see the GoToMeeting Install GoToMeeting
section.

Start a Scheduled Meeting from Your Desktop
P To start a scheduled meeting from your desktop

1. Right-click the daisy icon &8 in the Windows system tray or double-click the GoToMeeting Suite
icon on a Mac and select My Meetings.

2. Enter your Email and Password in the Login window, and click Log In.

3. On the My Meetings window, select the meeting you want to start by selecting the name in the
Subject column and then click the Start button.

Your meeting will start and the GoToMeeting Organizer Control Panel will appear on the right side
of your desktop.

# My Meetings - GoToMeeting

Flaase select a mesting and cick Start, Invibe, Edit or Delbete. Or for new mestings,
chck Schedule Neve Masting,

[ivte | [ e | [ oeere |

hijes Duate: Time Heeting 1D
Weekly Team ffhct'r- RecLETing 526-508-796
et T revyies propect plan Fri 592003 QD0 AWM 543-566-397
Evert: Sales Training ‘Wed Sf21/2008 XI0OPM  330-T47-302
[schedule New Meeting | Refresh
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Start a Meeting from the Web
P To start a scheduled meeting from the GoToMeeting website

1. Log in to www.gotomeeting.com.

2. On the My Meetings page, locate the scheduled meeting you wish to start and click the Start
Meeting button.

My Meetings

Subject Date Time

Weekly Team Meeting Recurring [ Start Meeting ]
Meeting to review project plan May 9, 2008 9:00 AM [ Start Meeting ]
Event Sales Training May 21, 2008 3:30 PM | Start Meeting |

3. If prompted, click Yes or Grant to accept the GoToMeeting download.

Your meeting begins and the GoToMeeting Organizer Control Panel appears in the right side of
your desktop. Please see the Organizer Control Panel section for more information.

Start a Meeting from Outlook

P To start a scheduled meeting from the
GoToMeeting Outlook bar

. . gs GoToMesting = || &% Meet Mow {E—} Schedule Meeting ﬁ

1. From the GoToMeeting toolbar in Outlook, —

click the GoToMeeting button and select My a5 HoskaMeefing...

Meetings. _ 3% Join a Meeting. ..
2. On the Login window, enter your Email and

Password and click Log In. (B My Mestings...
3. On the My Meetings window, select the Hel

; L p
meeting you want to start by clicking the
name of the meeting in the Subject column, About

and click the Start button.

Your meeting begins and the GoToMeeting Organizer Control Panel appears in the right side of
your desktop. Please see the Organizer Control Panel section for more information

Note: If the GoToMeeting toolbar does not appear in your Microsoft Office application, see the GoToMeeting Application
Preferences section for instructions.
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Start a Meeting from IBM Lotus Notes

B To start a scheduled meeting from the GoToMeeting IBM
Lotus Notes Actions menu

From the Actions menu in the Lotus Notes toolbar, select
My GoToMeetings.

On the Login window enter your Email address and
Password and click Log In.

On the My Meetings window, select the meeting you want
to start by clicking the name in the Subject column, and
click the Start button.

Your meeting will start and the GoToMeeting Organizer

Control Panel will appear on the right side of your desktop.

Please see the Organizer Control Panel section for more
information

Start a Meeting from Microsoft Office

1. From the GoToMeeting toolbar in Microsoft Office, click the GoToMeeting button and select My

Meetings.

GoToMeeting® User Guide

| Actions Help
Add Recipients
Archive
Send Memo bo Database Manager
Synchronize Address Book
Upgrade Folder Design

Tools

Wi Options

Meet Mow with GoToMeeting. ..
Schedule a GoToMeeting.. .
My GoToMeetings. ..

P To start a scheduled meeting from the GoToMeeting Toolbar in Microsoft Office

On the Login window, enter your Email address and Password and click Log In.

2. On the My Meetings window, select the meeting you want to start by clicking the name in the

Subject column, and click the Start button.

3. Your meeting will start and the GoToMeeting Organizer Control Panel will appear in the right

side of your desktop. Please see the Organizer Control Panel section for more information

Note: If the GoToMeeting toolbar does not appear in your Microsoft Office application, see the GoToMeeting Application
Preferences section for instructions.

EB GoToMeeting = || &5 Meet nowe within Ward () Schedule Mesting

Host a Meeting...
Join a Meeting. ..

|(E—:}I My Meetings. .. % |

Help

About
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Start an Impromptu Meeting

Start an impromptu meeting at any time without having to schedule them in advance. The Meet Now
feature is for last-minute or on-the-fly meetings that need to occur without prior notice. Impromptu
meetings may be initiated either from the GoToMeeting Windows system tray icon, the Mac GoToMeeting
Suite icon, from the Microsoft Outlook tool bar, the Lotus Notes Actions menu or from an integrated
instant-messaging application.

Start a Impromptu Meeting from your desktop

B To start an impromptu meeting from your desktop

1. Right-click the daisy icon &8 in the Windows system tray or double-click the GoToMeeting Suite
icon on a Mac and select Meet Now.

2. On the Login window, enter your Email address and Password and click Log In.

3. Your meeting starts and the GoToMeeting Organizer Control Panel appears in the right side of
your desktop. Conference call information appears in the meeting information pane of the
Organizer Control Panel.

Or

1. Double-click the daisy icon % in the Windows system tray.

2. Your meeting starts and the GoToMeeting Organizer Control Panel appears on the right side of
your desktop. Conference call information appears in the meeting information pane of the
Organizer Control Panel.

Start an impromptu meeting from the Web

B To start an impromptu meeting from the GoToMeeting website

Go to www.gotomeeting.com and click the Host a Meeting button.

If prompted, click Yes or Grant to accept the GoToMeeting download.

On the Login window, enter your Email address and Password and click Log In.

On the Host a Meeting window, select Meet Now.

Your meeting starts and the GoToMeeting Organizer Control Panel appears on the right side of
your desktop. Conference call information appears in the meeting information pane of the
Organizer Control Panel.

arwpnE

Start an impromptu meeting from Outlook

B To start an impromptu meeting from the GoToMeeting Toolbar in Outlook

1. From the GoToMeeting Outlook bar, click the Meet Now button.

2. On the Login window, enter your Email address and Password and click Log In.

3. Your meeting will start and the GoToMeeting Organizer Control Panel will appear in the right side
of your desktop. Audio information appears in the meeting information pane of the Organizer
Control Panel.
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Start an Impromptu Meeting from Microsoft Office

B To start an impromptu meeting from the GoToMeeting Toolbar in Microsoft Office

1.

From the GoToMeeting Toolbar in Microsoft Office, click the Meet now within button to launch an
impromptu meeting.

On the Login window, enter your Email address and Password and click Log In.

Your meeting starts and the GoToMeeting Organizer Control Panel appears in the right side of
your desktop.

Click the Show My Screen button and your presentation starts in specific application-sharing
mode. This means that GoToMeeting only displays the Microsoft Office window from which you
started the impromptu meeting.

Note: The GoToMeeting toolbar can be displayed in Microsoft Word, Excel and PowerPoint.

Start an Impromptu Meeting from IBM Lotus Notes

P To start an impromptu meeting from the IBM Lotus Notes Actions menu

1.

2.
3.

From the Lotus Notes menu options under the Actions menu, select Meet Now with
GoToMeeting.

On the Login window, enter your Email address and Password and click Log In.

Your meeting will start and the GoToMeeting Organizer Control Panel will appear in the right side
of your desktop. Audio information appears in the meeting information pane of the Organizer
Control Panel

Start an Impromptu Meeting from an Instant-Messaging Application

P To start an impromptu meeting from an instant-messaging application

ahrwnNpE

Launch the instant-messaging application.

Open a chat communication with the attendee you would like to meet.

In the Title bar, click the GoToMeeting Messenger Button and select Meet Now.

On the Login window, enter your Email address and Password and click Log In.

Your meeting starts and the GoToMeeting Organizer Control Panel appears in the right side of
your desktop. Audio information appears in the meeting information pane of the Organizer Control
Panel.
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Leave or End a Meeting

Organizers may chose to either leave a meeting while allowing the meeting to continue, or to end a
meeting completely.

Note: If an organizer chooses to leave a meeting while allowing the meeting to continue he or she must first make another attendee
an organizer for the meeting.

P To leave a meeting and allow the meeting to continue

1. From the File menu, select Leave Meeting.
2. Click Choose an Organizer & Leave and then promote an attendee from the drop down list to

organizer.

2 Leave Meeting or End Meeting? - GoToMeeting @

Before vou can leave, you must choose another Organizer to run
the meeting in your absence, Otherwise, wou must end the meeting
For all.

| Choose an Organizer & Leave | [End Meeting For .ﬁ.II] [ Cancel ]

Note: If you leave a meeting running that you started, you will not be allowed to host or join another meeting until the first meeting is
finished.

P Toenda meeting

1. From the File menu, select End Meeting.
2. Onthe "End meeting for everyone?" confirmation dialog box, click Yes.
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The Organizer/Presenter Control Panel

When the organizer first joins the meeting the Presenter Control Panel appears on the right side of the

desktop. The Presenter Control Panel gives organizers and presenters access to various organizer and
presenter functions. The Presenter Control Panel is comprised of four panes: Screen Sharing, Attendee
List, Audio, Chat and the Grab Tab. The Organizer Control Panel has a sixth pane, the Recording pane,
which can be displayed by selecting View and then Recording from the Organizer Control Panel Menu

Bar.

Note: When the Organizer passes the Presenter role to another attendee, the Control Panel changes and the Screen Tools section
is removed and given to the new presenter.

The Screen Sharing pane provides organizers/presenters with a visual reminder of On Air status,
as well as the ability to show their screens, pause showing their screens, pass keyboard control
and change presenters.

The Grab Tab enables organizers/presenters to minimize the Control Panel to the side of their
desktops to display their full desktops to attendees and still access Presenter Screen Tools.

The Recording pane gives Windows-based organizers/presenters the ability to record meetings.
The Attendee List pane provides organizers/presenters with a list of all meeting attendees and
enables them to make other attendees organizers or presenters, grant or revoke attendee
privileges and dismiss attendees. This pane also provides a handy way to invite more attendees.
The Audio pane provides access to the audio settings for organizers/presenters and attendees.
The Webcam pane provides organizers and attendees ability to broadcasting up to 6 high-
resolution video conferencing streams while sharing your screen.

The Chat pane allows organizers and attendees to communicate privately or publicly and share
websites.

File Options View Help u %

[ = Screen Sharing
= Stopped Mo one sees your screen
Show My < Give Change
“ (Emny) Keyboard  Presenter
i TR & Mouse
: 11.4 GB remaining Ssttings
0 = Afiendee List (3| Max 26)

& [® m NAMES - ALPHABETICALLY
¥ ~ Maddie May (Organizer, Present... ~

Benny Bee
Jackson John

Invite Others
= Audio

O Telephone

® Mic & Speakers Settinos

&40 <odnee

= Webcam
@ Share My Webcam

=| Chat

[Type message here]

o) ERS

Al - Entire Audience v

New Meeting
Meeting ID- 600-882-733

GoToMeeting
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Screen Sharing Pane

When an attendee becomes a presenter, the Control Panel adjusts to incorporate the Presenter Screen
Sharing pane at the top. The Screen Sharing pane provides the presenter with access to the various
presentation controls.

The Broadcasting Status field notifies presenters of the status of Screen Sharing.
The Show My Screen button starts or pauses a presenter's ability to show the entire desktop to
attendees.

e The Screen drop-down button allows the presenter to share specific application windows, or a
clean screen with meeting attendees.

e The Give Keyboard & Mouse button grants shared mouse and keyboard control to another
attendee.

o The Change Presenter button passes the presenter role to another attendee.

= Screen Sharing

Stopped h;ﬂn ane Sees your Screen

Qo060

Show My Stop Give Change
Soresn v Showing Keyboard Presenter
Coreen & Mouse
Start Recording | 157.2 GB remaining Settings
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Share Your Desktop

P To share your entire desktop

1. Click the Screen button on the GoToMeeting Control Panel.
2. Select the preferred screen setting or a specific application.

Fie Wiew Help B ox

= Screen Sharing

090 @

Show M‘:‘ Give Change
Showing Keyboard Prezenter
Crurrn & Mouse
Show Only:

+ Screen of Main monitor 1
Screen of Main monitor 1 - CLEAN (hide icons, background & tazkbar
Screen of monitor 2
Screen of monitor 2 - CLEAN

Both screens

Both screens - CLEAN

[, Inbox - Microsoft Qutiook

[|1 Microsoft Exce

E_ﬂaktcard - Windows Internet Explorer

Note: Hovering over your Show Only menu selection will display an animated gray frame which indicates what attendees will see if
selected. If you select an application window that is minimized, the selected window will automatically maximize and be presented to
attendees. If the presenter opens a window on top of the window being shared, screen sharing will pause until the intruding window
is either moved or closed.

Note: The specific application sharing feature will also allow you to share one or all of your multiple monitors if you have the
hardware already set up.

Note: To change the background color of a CLEAN screen presentation, simply right-click on your desktop while you're in that mode
and pick from the available colors.

Note: If you are attempting to show a PowerPoint presentation and your screen will not advance to the next slide, click the
PowerPoint presentation displaying on-screen to bring it back into focus, then try again.

Mac presenters do not have the option of displaying a clean screen or a specific application. We
recommend you close any windows that you do not want attendees to see before beginning screen
sharing.
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Pass Roles to Attendees

Your keyboard and mouse controls can be temporarily
shared with one of your attendees or the entire group.
Simply click the Give Keyboard & Mouse button on the
Screen Sharing pane or the Grab Tab and then select
the attendee. As the presenter you will always have
priority control of your keyboard and mouse, and can
regain control simply by hitting a key or moving your
mouse.

GoToMeeting® User Guide

File Options View

= Scresn Sharing

Stopped Mo one sees your screen

@

Show My Stop Give Change
If you would like to pass the presenter role to one of Showin i;&‘rs;tﬂﬂrd Presenter
e sl OUSE

your attendees, simply click the Change Presenter
button on the Screen Sharing pane or the Grab Tab and
select the new presenter.

To return the presenter role to yourself, click the Change Presenter button again and select your own
name.

Request Keyboard and Mouse

Organizers and panelists can request keyboard and mouse control from the presenter. Right-click or
Control-click your name in the Attendee List pane and select Make Presenter.

= Attendee List (2| Max 28]}

& [ = &  NAMES - ALPHABETIC -
¥ Jazon VY (Organizer, | Vo i Mel:
& | # John S [Presenter) ason V (Organizer, Me):

- Connected to Audio

v Muke Me

share My Webcam

[ & Mute Al ][ & Unmute Al ]

Copy Email &ddress ko Clipboard

© 2012 Citrix Online, LLC. All rights reserved. 81



GoToMeeting® User Guide

Manage Attendees

Organizers can manage attendees by right-clicking or Control-clicking attendee names in the Attendee
List pane and selecting or deselecting the desired attendee options.

Attendee List:

Displays the number of attendees and maximum number of attendees for the meeting
Indicates attendee role and color of assigned drawing tool
Mute or unmute the attendee

Mute or unmute all the attendees

Assign an attendee the role of presenter and/or organizer
Share your keyboard and mouse with

an attendee

Provide an attendee with on-screen drawing tools
Choose pen color for yourself or your attendees

Allow your attendee to see the list of other attendees
Allow your attendee to chat

Sends a chat message directly to the attendee

Copy the attendees email address to the

clipboard

¢ Dismisses an attendee from the meeting

= Aftendee List (3 | Max 26)

& | - NAMES - ALPHABETICALLY vl
[ Maddie May (Organizer, Present... -

P 5
S99y =HE Pegay Sue:

Jackson John - Audio PIN #100# Not Entered
Send Audio PIM #100# to Enable Muting

=

Make Prezenter...

Make Organizer...

Give Keyboard and Mouse

Allow Drawing

Choose pen color L
v Allow Attendee List
v Allow Chat

Send Chat Message...
Copy Email Address to Clipboard

Dismiss Peggy Sue...

© 2012 Citrix Online, LLC. All rights reserved. 82



GoToMeeting® User Guide

Manage Audio

When attendees join the audio portion of your meeting, they are unmuted by default. Attendees who
connect via VolIP will have a microphone icon next to their name; attendees who connect via telephone
will have a handset icon next to their name. For more information on audio options, please see
GoToMeeting Integrated Audio.

Note: Organizers should be aware that attendees joining with VVoIP will not be able to participate in the audio portion of the meeting
until the meeting is started. Attendees joining by telephone can communicate with other attendees at any time regardless of whether
or not the meeting has started.

Audio PIN
Everyone who joins a meeting is provided a unique = Audio
Audio PIN that, when entered, gives an organizer and ® Telephone

attendee muting and unmuting control. Those joining by O Mic & Speakers
VolP automatically have the Audio PIN assigned to

them. Those joining by telephone are prompted to enter Dial: 805-873-4160

their Audio PIN when they first dial in. This unique PIN is Access Code 109-%@&-“
displayed in the GoToMeeting waiting room as well as in Audio PIN: 49

the Audio pane of the Control Panel. If vou're already on the call, prezs #45% now.

An Audio PIN can be entered on the telephone at
anytime during the meeting by entering the # key, then
the Audio PIN, followed by the # key a second time.

Attendees Audio

e This example shows that the presenter joined via telephone entered his Audio PIN and is currently
unmuted. (a)

e This attendee joined via telephone but did not enter her Audio PIN. (b)

e This attendee joined via VolP and is unmuted. (c)

¢ Attendees who join the meeting via telephone must enter their Audio PIN so that you have full
audio controls through the Organizer Control Panel. If not entered, you can right-click the person's
name and select Send Audio PIN. This will send a pop-up message with the Audio PIN to that

person. (d)
= Aftendee List (3| Max 26)
o M2 NAMES - BY ARRIVAL TIME
4 —— |t  [§ # JasonV (Organizer, Presenter, ...
D — Kristing B
¢ — John S Kr.iSlere:?:i: 22 Mot Enteraed
c Send\ .s.uudio PIN #86:\\‘ t_o En;EIe Muting

# Wute A1 U0 Make Preserter...

Make Organizer ...

Give Keyboard and Mouse

Allow Drawing

Choose pen color 3
Allow Attendee List

v Allovw Chat

<

Send Chat Message...
Copy Email Address to Clipboard

Dismiss Krisking B. ..
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On-Hold Beeps and Entry/Exit Chimes

On-Hold Beeps play when an attendee connects to a meeting before the organizer has started it, unless
the organizer disables the beeps.

Entry/Exit Chimes play each time an attendee joins or leaves the meeting, unless the organizer turns the
chimes off.

To toggle On-Hold Beeps or Entry/Exit Chimes on and off, click the Edit button in the Audio pane, then
click each item to turn it on or off.

= Audio
(O Telephone Edit =
® Mic & Speakers Settings (% Edit Audio Mode...
& o3 v Play On-Hold Beeps
v Play Entry/Exit Chimes
-
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Audio Control Icons

Audio Control Icons

" Telephone: Unmuted (default)

Can mute/unmute self through Control Panel or telephone keypad (*6)

M Telephone: Muted

Telephone: Did not enter Audio PIN or has not yet joined the audio portion of the
meeting.

Cannot mute/unmute attendee until Audio PIN is entered.

& VolIP: Unmuted (default)
Can mute/unmute self through Control Panel
! VolP: Muted
No Not connected to audio (cannot hear audio or speak).
icon
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Organizer Audio

GoToMeeting integrated audio allows you to manage audio options before and during your meetings. If
you wish to change your own connection or your attendees' audio connection during a meeting, you can
do so from the Audio pane of your Control Panel. For more information about audio options, please see
GoToMeeting Integrated Audio.

Starting the Meeting

VolP and Telephone: If you have selected to use VolP and Telephone for your meeting, you will see the
options Telephone and Mic & Speakers in the Audio pane. The default mode is Telephone; however,
GoToMeeting will remember your selection for your next meeting.

= Audio

® Telephone
(O Mic & Speakers

Dal- 805-879-4160
Access Code: 109-287-601
Audio PIN: 48

If vou're already on the call, press #45% now.

Telephone: If you selected Telephone only for your meeting, you must join the audio portion by
dialing the conference number and entering the access code and Audio PIN noted in the Control
Panel.

= Audio

Telephone
Chal- 805-879-4160
Access Code: 109-297-601
Audio PIN: 49

If vou're already on the call, press #45# now.

P To switch audio formats during a meeting

If you are using the GoToMeeting Conference Call Service during a meeting, you can switch
between using Mic & Speakers or Telephone. In the Audio pane at Audio Mode, click either
Telephone or Mic & Speakers.

= Audio

(O Telephone
® Mic & Speakers Settings

& i
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P To edit audio services for your attendees

If you would like to provide your attendees different conference call options during a meeting, you may do
so by clicking the Edit button in your Audio pane, then clicking Edit Audio

= Audio
(O Telephone (Edit =]
® Mic & Speakers Settings L% Edit Audio Mode...
2000000000 S v Play On-Hold Beeps
v Play Entry/Exit Chimes
Mode. -
&8 Edit Audic Mode - GoToMeeting (23]

(@) Use builtin audio conferendng
i@ Provide VoIP only {requires microphone and speakers)
() Provide a conference call number only
(7 Provide both

(7 Pravide your own conference call information

[ oK ] [ Cancel
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Muting Audio

With GoToMeeting integrated audio, you can manage the muting and unmuting of individual attendees,
switch audio formats and keep track of who is speaking. For more information about audio options,
please see GoToMeeting Integrated Audio.

P To manage muting and unmuting during a meeting
You can mute/unmute yourself and attendees in the following ways:

Click the microphone icon on the Grab Tab to mute yourself.

Click the microphone or handset icon next to any name in the attendee list.
Right-click a name in the attendee list and select the Mute option.

Click the Mute All button to mute all attendees.

Fie Options View Help ol 4

= Screen Sharing

§®e®@
Q

Show My Stop Give Change
Showing Keyboard  Presenter
— Srreen & Mouse

= Start Recording | 157.2 GB remaining Ssttings

ﬁ_ - Aftendee List (2]Max 101)
@ & [ = NAMES - ALPHABETICALLY
@ ¥+ Colleen Lai (Organizer, Present... -

P Peooy Sue Peggy Sue:
| — - Connected to Audio
Mute Peggy Sue
—— Make Presenter...
@ Make Crganizer...

= AI1T Give Keyboard and Mouse

@Te_lephune Allow Drawing
O Mic & Speakers Choose pen color 3
Dig v Allow Attendee List
Access Cod\ y Aflow Chat
Audio PIH
If you're already on|  Send Chat Message...
(and additi  Copy Email Address to Clipbeard

Probi
T Dismiss Peggy Sue..

= Webcam

@ Share My Webcam

= Chat
-
[Type message here] P
All - Entire Audience || Send @
Meet Now
Meeting ID: 545-607-509
GoloMeeting
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Chat with Attendees

As an organizer, you can chat with your attendees by using the built-in Chat feature in the Chat pane.
This feature can be turned on or off from the Meetings tab in the Preferences window or during a meeting
from the Attendee List pane.

The Chat Log displays the text of all public chat and chat between 2 attendees.

Share websites with attendees for easy navigation.

The Message Entry field enables input of chat text.

Send your chat message to all attendees or a specific attendee from the drop-down selection field.
The Send button transmits chat to selected recipients.

Create a welcome message to be delivered to attendees when they arrive.

= Chat L}

Me (to All - Entire Audience 5

Al - Entire Audience v (| Send|(3)

Mac organizers can edit welcome messages from the File drop-down menu in the toolbar.
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Invite Attendees During a Meeting

As an organizer, you can invite new attendees to meetings that are already in progress from the Attendee
List pane. Invitation methods include phone, email and copy/paste.

= Atftendee List (2| Max 28)
& [ HAMES - ALPHABETICALLY -

# Il & JasonV (Organizer, Presenter, ...
¥ John 5

[ # 1ute 2 |[ & unmute a1 | 1

Invite Others *

Call the person and say:

1. Go to JoinGoTolMeeting.com
2. Enter this meeting ID: 304-985-377

[Emﬂil] [I:|:||:v;.r to Clipboard

P Invite attendees by phone

To invite attendees by phone, call the desired attendees and direct them to JoinGoToMeeting.com. Next,
read them the Meeting ID which can be found in the Invite Others window or at the bottom of your Control
Panel.

P Invite attendees by email

To invite attendees by email, click the Invite Others button from the Attendee List and then click the
Email button.

A new Microsoft Outlook or IBM Lotus Notes email will be generated with the meeting invitation
information in the body of the email; simply enter the email address and send the email to the desired
attendees.

Note: The email option works with Microsoft Outlook, IBM Lotus Notes and most Windows based Email clients. If your Email
application is not supported then simply click the Copy to Clipboard button and paste the meeting information into your email
service. See Integration Preferences to learn more about Email integration.

| Copy and paste the invitation

To invite attendees using an email service other than Microsoft Outlook, click the Invite Others button
from the Attendee List and then click the Copy to Clipboard button.

This will copy the meeting invitation information to your clipboard, where it can then be pasted into
another Email program or an instant-messaging application.
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Grab Tab

The Control Panel Grab Tab enables organizers and presenters to minimize the Control Panel and still
access Presenter Screen Tools. There are 5 main display modes:

1.
2.

Attendees have arrived and the presenter is displaying his or her desktop and webcam.

Attendees have arrived and the presenter has paused displaying his or her desktop. In this mode,

screen sharing is paused and attendees see a frozen image of the presenter's desktop. The

presenter is still sharing the webcam.

Attendees have arrived and the presenter has paused displaying his or her desktop. In this mode,

screen sharing is paused and attendees see a frozen image of the presenter's desktop. The

webcam has been disabled.

Attendees have arrived and the presenter has stopped displaying his or her desktop. In this mode,

screen sharing is stopped and attendees return to the waiting room.

The organizer/presenter has started meeting but no attendees have arrived.

Click and drag to move Grab Tab up or down (a)

Hide or display Control Panel (b)

Mute or unmute the microphone or telephone from attendees. (c)

Share or disable your webcam (d)

Displays desktop to attendees.(e)

Pause your desktop so the desktop remains frozen (f)

Give Keyboard & Mouse button grants shared mouse/keyboard control to

another attendee (g)

Pass the presenter role to another attendee (h)

o Draw, highlight and place arrows on the screen, as well as use the spotlight and clear all
markings (h)

Attendees Attendees Attendees Attendees
arrived, arrived, arrived, arrived,
presenting presentation  Presentation  presentation Mo Attendees
desktop and paused and paused and stopped and  have arrived
sharing sharing webcam sharing (&)
webcam (1) webcam (2)  stopped (3)  webcam (4)

[+ S

eeempDEBO
' ©CO BEE L |

|
eeee DBl

- XX XN = o <l

' e0eeUEBD
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Drawing Tools

The Drawing Tools feature is accessed from the
Drawing Tool button on the GoToMeeting Grab Tab. =]
Once a drawing tool is enabled, the Drawing Tools
menu can be reselected by either clicking the Drawing
Tool button or by right-clicking your mouse. To
deactivate a tool, simply select Normal non-drawing
mode from the menu.

No drawing tool selected (a)

Click and drag to draw on the screen (b)

Click and drag to highlight in yellow (c)

Allows the presenter to draw attention to an area

of the screen without leaving a mark (d)

e Places an arrow on the screen (only one arrow Drawing Tools:
at a time) (e)

o FErases all presenter and attendee drawings (f)

——/ | Hormal non-drawing mo

3
: ; b —— P
e Enables Attendee Drawing Tools during a i 5.-- dohicr
meeting (g) g g
e Customize the color of the pen tool (h) . ::;’_:':’ )
Note: Press the Shift key with any drawing tool to make a straight c
line. : Erase all dravings
Note: Only the presenter can erase drawings. Drawing will pause for £ = Attendess can draw (F checked)

attendees anytime the presenter pauses the presentation.

‘:: The Drawing Tools feature is currently only available for meetings hosted by Windows users.

Mac
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The Drawing Tool feature can be customized to display a preferred pen color while interacting with the
screen. Once enabled, you and your attendees can modify the pen color either from the Drawing Tool
button on the Grab Tab or by right-clicking on a name in the attendee list.

d'='= Lizst (2| Max 28)

__K“"‘

HAMES - ALPHABETICALLY

-

Q’ [ m Jason vogt (Organizer, Present...

John S

# Nute Al || & ur

JDhn S:

Mute John S

Make Presenter, ..
Make Crganizer. ..

Give Kevboard and Mouse
Allow Dr awing
Choose pen color
Allow Atkendee List
Allow Chat

Send Chat Message. ..

Copy Email Address to Clipboard

Dismiss John 5.,

&
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Menu Bar - Windows Users

The Organizer Control Panel menu bar provides access to various application tools not specifically
related to managing meetings. Menu options include File, Options, View and Help.

File Menu

From the File menu, Windows-based organizers can edit how their names and email addresses are
displayed to attendees. They can change the meeting subject, save the chat logs of their meetings as
.RTF files to their Windows and access Preferences while in session. Organizers can also exit meetings
without ending them (they must first make another attendee an organizer) or exit meetings and end them.

File
Edit Your Name and Email...

Edit Meeting Subject...
Save Chat Log...

Preferences. ..

Exit - Leave Meeting
Exit - End Meeting

Options Menu

From the Options menu, organizers can enable or disable the Attendee List, the Chat feature and/or the
ability to share webcams for all attendees.

Options [

v Attendees Can Chat

v Attendees Can View Attendee List
v Attendees Can Share Webcams

View Menu

From the View menu, organizers can record the meeting. Organizer can also return the Control Panel
layout to its default settings or save the current layout.

With Auto-Hide the Control Panel checked your Control Panel is set to collapse automatically after 10
seconds of inactivity. To disable this feature, deselect the Auto-Hide the Control Panel option in the
View menu.

View
Recording

Auto-Hide the Control Panel
Hide Control Panel

Default Control Panel Layout
Save this Startup Layout

Help Menu

The Help menu provides access to the online GoToMeeting help file, Audio Feedback and GoToMeeting
software version information.

Help
GoToMeeting Help
Send Audio Feedback...
About GoToMeeting
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Toolbar - Mac Users

GoToMeeting Menu

The GoToMeeting menu allows Mac-based organizers to manage their preferences and end a meeting.

GoToMeeting
About GoToMeeting

Preferences... 38,

CoToMeeting >
CoToWebinar »
Services [ 2

Hide CoToMeeting 3H
Hide Others N #H

| Quit GoToMeeting 380

File Menu

The File menu allows organizers to edit how their names and email addresses are displayed to other
attendees, save the meeting chat logs as .HTML files and leave meetings.

Edit Your Name and Email...
Save Chat Log...

Leave Meeting

View Menu
The View menu enables organizers to select how to display the Viewer Window on their desktops.
| Full Screen
v Window
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Audio Menu

The Audio menu provides organizers another option for managing their audio settings. They can mute
themselves, switch between telephone and VolIP if enabled and select their audio input/output.

|  Mute Me 4HEM

Use Telephone
v Use Mic & Speakers

Audio Input >
| Audio Qutput [ 2

Help Menu

The Help menu provides access to the online GoToMeeting help file and to GoToMeeting software
version information. There is also an option to leave feedback on the audio quality.
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Record and Play a Meeting

Notes on Recording and Playing a Meeting

Meeting recording allows an organizer to record all screen activity that is presented in the GoToMeeting
Viewer Window, including desktop and application sharing of other attendees presenting during the
meeting.

Note: Although you can record screen sharing and audio, you cannot record webcams at this time.

See the System Requirements section of this guide for requirements to record a meeting.

Before recording a meeting, an organizer must set recording preferences, including selecting the audio
format and recording media format (either GoToMeeting format or Windows Media Player format on a
Windows, and .MP4 format on a Mac). If the Windows Media Player format is selected, GoToMeeting will
begin an automatic conversion process immediately after a meeting has ended. Allow time for the
conversion to take place. The time needed is dependant upon video content, CPU speed and amount of
memory available.

To record the audio portion of your session, an organizer must have a sound card installed on his or her
computer. To record using the GoToMeeting integrated audio feature, an organizer can use the telephone
or a microphone connected to his or her computer. To record using the organizer's private audio service,
an organizer must have a phone patch connected to both the phone and the "mic in" port of his or her
computer.

Only 1 recording file is created per meeting. This means that if an organizer clicks Record to start the
recording, then stops the recording and subsequently restarts the recording during the course of one
meeting, GoToMeeting will continue recording to 1 meeting recording file.

The default destination location to save a recording defaults to the My Documents folder. An organizer
can change the destination location but only before beginning recording. It is recommended that the
designated location has a minimum of 1GB of free space on Windows and 5GB on Macs in order to
accommodate the recording. For optimum recording performance and in-session experience, it is
recommended that you select a location on your local hard drive.
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The Desktop Recording and Meeting Playback feature is only available to scheduling organizers or

promoted organizers.

Note: Although you can record screen sharing and audio, you cannot record webcams at this time.

Note: To avoid a recorded meeting with a blank screen, please ensure the presenter initiates some type of screen action (such as
advancing a presentation slide) after clicking the Start Recording button. If recording begins before the presenter shares his or her
screen and there is no screen action then the finished recording will only include a blank screen and audio.

> To configure recording settings

1. From the Recording pane click the Settings link.

e
= Screen Sharing

Stopped Mo one Sees your screen

NN

Give Change
Keyboard Presenter
& Mouse
Start Recording | 196.2 GB remaining Settings.

2. From the Recording Preferences section:

audio service you want to use for your meeting.

Note: Be sure to check your audio device settings under Audio in the left navigation.

¥ Preferences - GoToMeeting,

Cakegory

Start Up
General
Mot

Connection
Ao

Integrations

Recordng

ks
CrDon record audw!

() Use GoToMesting Audeo Service
wha pesks

telephone).
(0 Use your own sudio service
Requires a phisical input device, A microphons will record just your
wesce. A phone pakch device wil record everyons who spasks.
tised suddo help?

g

(@) Record in GaToMasting Format
No additional processing time, GoToMeeling Users can vew using
‘Windows Media Player 9 or sbave. Non-GoTi users must
irstall & video codec first o view.

() Convest to Windows Media Player fle
Requires addtional processing tims after recording, but alows

Windows Medis Player 3 or sbove without
\sammore

Save in:
[

Audio - Allows you to enable or disable the audio recording feature. To record, choose which

Video - Allows you to select the meeting recording output format and destination for saving the file.
Save in - Select the folder in which you want to save your recording.

%

3. Click OK.

Note: If you are using VolIP, see the GoT oMeeting Integrated Audio section for information on testing your audio device.

Note: For optimum recording performance and in-session experience, it is recommended that you select a location on your local

hard drive.

Note: You cannot change the input device setting or the "Save in" location setting once you have started to record a meeting. If you

do not specify a destination location, the default

is My Documents.
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P To record a meeting

1. Click Settings in the Recording pane and confirm that your Audio and Video options are set
appropriately. For detailed Audio and Video options, click on the Need Audio Help link and Learn
More links respectively.

In the Save in section, click the Browse button to identify where you would like to save your
recording.

Click OK to save your settings.

In the Recording pane, click the Start Recording button to begin recording.

Click Show My Screen to capture the video portion of the recording.

Click File and select Exit - End Meeting.

n

ook w

File Options View Help 2 x

= Screen Sharing

Kevboard
& Mouse

GoToMeeting participants now see "This session is being recorded" at the bottom of the Control Panel
when a session is being recorded.

Note: Although you can record screen sharing and audio, you cannot record webcams at this time.

Note: The lower you set your monitor resolution, the better the quality of the meeting recording. A resolution of 1024 x 768 is ideal
for optimal recording quality. Since the recording will scale to the highest resolution among the presenters in a recorded meeting, it
is also recommended that all presenters synchronize their resolution settings to the same setting. Avoid displaying multiple monitors
when recording a meeting.

Note: You must have at least 500 MB of space on the destination drive to record a meeting. If you have less than 500 MB of
available space, GoToMeeting will display a warning when recording begins. If space drops to 100 MB, recording will be
automatically stopped and you will receive a warning message. If you have selected to convert your recording to Windows Media
format, you will need 1GB (twice as much space).The Remaining field in the Recording pane refers to the amount of space available
for recording that is listed in the Recording Preferences Save In field.

© 2012 Citrix Online, LLC. All rights reserved. 99



GoToMeeting® User Guide

GoToMeeting Recording Manager (Mac)

If you record a session on a Mac, you must first convert the recording file to an .MOV file before anyone
can view it. Using the GoToMeeting Recording Manager, you can easily convert multiple recordings at
once either immediately after you end a session or whenever it's convenient for you.

Recording sessions on Macs is only available if you're running Mac OS X 10.6 (Snow Leopard) or higher
with GoToMeeting 5.2 or higher.

Convert Your Mac Recordings

1. After you end a session on a Mac, the GoToMeeting Recording Manager automatically launches
and prompts you to convert your recording (if you haven't changed your default settings). You can
choose Not Now or Convert Recording.

AN GoToMeeting Recording Manager

“ ), Your recording needs to be converted before anyone
can view IL

You can do this now, or when it's convenient for you. You
may also choose to convert additional recordings at this
time.

_ NotNow ) [ Convert Recording
|I 2 Recordings You Need To Convert

[T_I Converted Recordings

2. If you click Not Now, you can launch the Recording Manager later from Preferences -
GoToMeeting > Convert Recordings Now. To convert your recording immediately, click Convert
Recording to launch the GoToMeeting Recording Manager.

If you have older recordings you need to convert as well, expand the "Recordings You Need To
Convert" option to see a list of all your recordings that need to be converted.
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3. Choose the recording(s) you need to convert by selecting the check box next to the recording.
Then click Convert Recordings.

GaToMeeting Recording Manager
Your recording needs to be converted before anyone
can view it
You can do this now, or when it's convenient for you. You

may also choose to convert additional recordings at this
time.

Recordings You Need To Convert

= Session Title Date and Time

~ Meet Now Mar 20, 2012 1100 AM ~ ®
¥ Meet Now Mar 27,2012 12:59PM  ®
(" Convert Recordings |

& Converted Recordings

Session Title Dare and Time

Meet Now 3-20-12 10.48 AM Mar 20, 2012 10:4E AM @
Meet Now 3-20-12 10.58 AM Mar 20, 2012 1058 AM @
Meet Now 3-20-12 11.01 AM Mar 20,2012 1101 AM @

(_ Open Recordings Folder )

The conversion process may take some time depending on the size of your recording. If you want
to delete a recording without converting it, click the Trash Can icon T next to a recording.

AN CaToMeeting Recording Manager

Converting “Maet Now™ (1/2)

1% Complete Cancel

[#] Converted Recordings.

Session Tithe Date and Tume
Meet Now 3-20-12 10.48 AM Mar 20, 2012 10:48 AM [ -]

Open Recordings Folder

4. After the conversion process is completed, you can share the .MOV file via email, YouTube,
Vimeo, etc., and anyone can view it. In the Recording Manager, either click the Magnifying Glass
icon @ next to a converted recording or click Open Recordings Folder to open the location where
your converted recordings are stored.

Note: GoToWebinar organizers can't currently archive Mac recordings.

By default recordings are stored in /Users/<current user>/Documents/Recordings. To change
where recordings are saved, open Preferences - GoToMeeting > Recordings > Choose to
browse for a new location.
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Play a Recorded Meeting

GoToMeeting creates 1 recording file per meeting. If you stop and start a recording during the course of a
meeting, each recorded segment will be appended to the recording file in progress for that meeting.

P To replay a meeting recorded on a Windows in the GoToMeeting format

1. If you haven't already, end the meeting that you are recording and GoToMeeting will
automatically save your file with the date and time noted after the name that you gave the meeting
upon scheduling it. Impromptu meetings will be named with the date and time of the meeting
followed by Meet Now.

2. Navigate to the directory that is listed in the Save in: field under the Preferences Recording tab.
3. Click the file name to start the replay.
4. Press Alt and Enter on your keyboard at the same time to maximize the Viewer Window for best

replay quality.

Note: You must have GoToMeeting installed, or download the GoToMeeting codec to view a meeting recorded in the GoT oMeeting
format. Visit https://www1.gotomeeting.com/codec to download the codec. Mac users cannot view meetings recorded in
GoToMeeting codec format.

Note: Playing a recorded meeting back before ending the meeting may cause abnormal playback behavior. Be sure to end the
meeting before playing it back.

> To replay a meeting recorded on a Windows in the Windows Media format
1. If you haven't already, end the meeting that you are recording.

2. GoToMeeting will save your file with the name that you gave the meeting upon scheduling it or
Meet Now plus the date and time of the meeting and will immediately begin converting the
recording file into the Windows Media format.

3. Upon completion of the conversion process, navigate to the directory that is listed as the Save
in: field under the Preferences Recording tab.

4. Click the file name to start the replay.

5. Press Alt and Enter on your keyboard at the same time to maximize the Viewer Window for best
replay quality.

Note: The conversion process begins automatically, immediately after you end a recorded meeting in the Windows Media format.
Allow time for the conversion to take place. The time needed is dependant upon video content, CPU speed and amount of memory
available. Due to the use of CPU resources, you may have to wait until the conversion process is complete to resume use of the
computer. GoToMeeting converts the recorded meeting into a Windows Media Player file after the meeting is over, instead of
recording directly to Windows Media format. This ensures that, the impact on CPU resources doesn't bog down the computer during
the meeting.

Note: Playing a recorded meeting back before ending the meeting may cause abnormal playback behavior. Be sure to end the
meeting before playing it back.

> To replay a meeting recorded on a Mac in .MP4 format

1. After converting your recording using the GoToMeeting Recording Manager, either click the
Magnifying Glass icon @ next to a converted recording or click Open Recordings Folder to open
the location where your converted recordings are stored (by default recordings are stored in
/Users/<current user>/Documents/Recordings).

2. You can play the recording on a Mac by double-clicking the .MP4 file in Finder. You can share
the .MP4 file via email, YouTube, Vimeo, etc., and anyone can view it.
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Distribute a Recorded Meeting

Depending on the size, meeting recordings can be zipped and sent by email, sent by FTP or posted on a
website.

P To distribute a recorded meeting in the GoToMeeting format
1. Deliver the recorded meeting by email or FTP or post to a website.
2. Recipients must have Windows Media 9 or higher to view the recorded meeting.

3. Ask recipients to install the GoToMeeting codec at http://www.gotomeeting.com/codec if not
already installed or if recipients are not running the GoToMeeting software on their computers.

B To distribute a recorded meeting in the Windows Media format

1. Upon completion of the conversion process, deliver the recorded meeting by email or FTP or
post to a website.

2. Recipients must have Windows Media 9 or higher to view the recorded meeting.
P To distribute a recorded meeting in MPEG4 (.MP4) format

1. After converting a Mac recording using the GoToMeeting Recording Manager, you can share
the .MP4 file via email, YouTube, Vimeo, etc. On the Recording Manager, either click the
Magnifying Glass icon @ next to a converted recording or click Open Recordings Folder to open
the location where your converted recordings are stored.

2. Send and/or upload the recording wherever you'd like. Anyone can view your recording.

© 2012 Citrix Online, LLC. All rights reserved. 103


http://www.gotomeeting.com/codec

GoToMeeting® User Guide

Edit a Recorded GoToMeeting Recording

Since GoToMeeting does not include editing software, a third-party editing tool such as TechSmith Camtasia® is needed to edit your recorded meeting or

Webinar. Before you can edit the recording however, you will first need to re-encode the file with a tool such as Microsoft's Expression Encodere.

Re-encode with Expression Encoder

P To download and install Microsoft's Expression Encoder

Click this link: Expression Encoder.

Click Download on the Microsoft Expression Encoder web page.
Click Run or Install at the prompt.

Click Run at the Security Warning prompt.

Follow the Setup Wizard to complete installation.

S S

b

o re-encode your recording using Expression Encoder

Open Expression Encoder.

From the File menu, select Import and navigate to your recording.

Locate the Encode tab on the right-side of your screen and expand the Video pane.
Configure the settings as needed but we recommend setting the Video Output Format to VC-1
Main.

We also recommend setting Size Mode and Video Aspect Ratio to Source.
Select the Output tab and choose a location for the saved file.

From the File menu, select Encode.

Processing time will depend on length of recording, output settings and your system hardware.
Once re-encoded the file is ready for editing.

PwobdE 4

No u

Encode * Clips Enhance Metadata Output
Output Format  Windows Media
¥ Vided VC-1 Main

¥ Audio WMA Professional

-

Mode

Buffer Window 5
Frame Rate
Key Frame Interval

iME +

Bitrate
Size Mude
Width
Height

Create separate file per stream
Video Aspect Ratia  Source o
Display =
Force square pixels
Pixel Aspect Ratio 1:1
Resize Mode  Letterbox

o
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Locate a Recorded GoToMeeting, GoToWebinar or GoToTraining

When you record a meeting, the recording is saved on the same computer from which you hosted the
meeting. You must be present at this computer to locate your recording.

Note: Meetings are not recorded automatically. You must click the Start Recording button on the GoToMeeting, GoT oW ebinar or
GoToTraining control panel in order to record your session. See Record a Meeting for more information.

P Find your saved recordings (Windows)

The location of your recorded sessions can be managed from the GoToMeeting > Preferences.

Note: The default location for recorded meetings is the My Documents folder on PCs. On Macs, the default location where
recordings are stored is /Users/<current user>/Documents/Recordings.

&8 GoToMeeting®
Meet Now...
Schedule a Mesting...
My Meetings...

Join...

( Preferences... )

About...

Log Qut
Exit

T0:00 AM

1. Right-click the daisy icon &Bin your system tray and select Preferences.
2. Select the Recording category in the left navigation.
3. The location of your recorded meetings is available at the bottom of the screen.

&3 Preferences - GoToMeeting =

Category Recording
Start
P x Audio

I Don't record audio

TR T
Comachion @ Use GoToMeeting integrated audio
Records everyone who speaks (via microphone or telephone].
Lise your own audio serice

Requires a physical input device. A migophone wil record just your
voice, A phone patch device will record everyone who speaks.

Heed audo help?

Video

@ Record in GoToMeeting format

No processing time, but some users may need to install a codec
before viewing in Windows Media Player, Not Mac compatible,

Convert to Windows Media Player file

Requires additional processing ime after recording, but allows
anyone to view using Windows Media Player,

Leam more

Save in:

ﬁ Ci\Users\Kyle Documents | Browse
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P Locate your recording in the folder (Windows)

1. Navigate to the same folder listed in the Recording preferences window.
2. The saved .WMYV file includes the date, time and title of your meeting.

In the example below the recorded meeting was held 12/28/10 at 10:04. The name of the meeting
was Example. The file name for this meeting is 2010-12-28 10.04 Example.wmv.

=)
@'E_J'.‘ » Kylt » Docuaments 15‘-.- ..;;.--. ]
Rame ? L] Type faz
B Dorumen G 2010-12-28 104 Example L2200 1005 .. Windows Media &)
& 5 . Chatloyg Mac 0% ¥ Terminal Tricks 2010 08 03 31 &/ 010813 PM  Wich Text Docume.
ng i, ChatLogg Meet New 2010 04_2017_56 L2000 436 PM Rich Text Docuame.
B ¢ ChitLog Mest Now 2010 05_24 08_26 GR4/2010 736 AM  Rich Tt Diocume
More 3 i Chatlog Meet Now 2010_08_18 16 57 EA010 15T P Rich Text Docurme.
Feldes w4 Chsilog Webmar Mow 2000 12 20 13_50 12720/2010 130 P Rich Test Docurme
B o5t 4, Chatlog Weebinar Mow 2010_12 20 16 06 12/20/2000 406 PM  Rich Text Docume.
[0S el | i Desert TNIFESIPM  IPEG Image
(a0spat-c | Ul 772072010 156 P VEScript Seript File
F: Contscts
W Deseop
I Documerts < v = '
. 10 gems
" LS

P Locate your saved recordings (Mac)

1. By default recordings are stored in /Users/<current user>/Documents/Recordings. Open Finder,
and navigate to /Users/<current user>/Documents/Recordings.

You can also find your converted recordings in the Recording Manager - either click the Magnifying
Glass icon @ next to a converted recording or click Open Recordings Folder to open the location
where your converted recordings are stored.

2. To change where recordings are saved, open Preferences - GoToMeeting > Recordings >
Choose to browse for a new location.

.| Racordings
aj» e = B © &- a
¥ DEVICES I Mamse & Date Modified | Size | Kind =
=) MacHD EE Meer Mow 3-20-12 10.48 AM.mp4 Today, 10:31 AM IME  MPEG-4 movie
B iDisk O Meet Now 3-20-12 10.58 AM.mp4 Today, 11:07 AM 4 MEB MPEG-4 movie
i EX Meet Now 3-20-12 11,01 AM.mp4 Today, 11:08 AM 2.1 ME MPEG-4 movie
L Meet Now1332266426.temp_audio Today, 11:00 AM S24KE  Temp ..o File
¥ PLACES Meer Nowl332 2664 26.temp_video Today, 11:00 AM 3.8 MBE Temp ...eo File
¥ SEARCH FOR
L} Today
LL} Yesterday
L1 Past Week
(] A0 mages
(G A Movies
(& All Documents
C y
5 items, 5909 GB available
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Download Windows Media Player
In order to record a meeting, you must have Windows Media Player 9 or newer.

P To download Windows Media Player

1. Go to the Microsoft Windows Media Website and follow the prompts to download the most recent
version of Microsoft Windows Media Player.

Note: Meeting recording requires Windows Media Player 9.0 or higher. Windows Media Player 9.0 currently supports Windows®
2000, XP Home, XP Pro and 2003 Server; therefore, these are the operating systems required for recording with GoT oMeeting.
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Attending Meetings

Attendee Role Overview

e A meeting attendee can be any person with an Internet connection. All that is needed to join a
meeting is the meeting ID and, if required, the meeting password. Attendees do not need to
subscribe to GoToMeeting; they meet at no cost to them as guests of the organizer.

¢ Attendees may be given the role of organizer and/or presenter from the original meeting organizer
at any time once a meeting has started.

Join a Meeting

There are several ways to join a meeting depending on how you receive the meeting invitation. Joining a
meeting requires no pre-registration or configuration.

Note: When joining a meeting, remember to also conference into the meeting using the conference call information provided by your
meeting organizer.

> To join a meeting from an email invitation, Outlook or Lotus Notes meeting appointment or
instant message

Open the email, appointment or instant message that contains the meeting invitation.
Click the link provided in the email to join the meeting.

If prompted, click Yes, Grant or Trust to accept the download.

If requested, enter the meeting password provided by your meeting organizer.

When prompted, type in your name and optionally, your email address.

arwNE

Upon clicking OK in the Name and Email dialog, you will be entered into the meeting. The
Attendee Control Panel and the GoToMeeting Viewer window will appear.

P To join a meeting from the GoToMeeting website

1. Open an Internet browser and go to www.gotomeeting.com

Note: Attendees can also join meetings from www.joingotomeeting.com.

2. Click the Join Meeting button.

3. If prompted, click Yes, Grant or Trust to accept the download.

4. On the Join a Meeting window, enter the meeting ID you received from your meeting organizer.
5. If requested, enter the meeting password provided by your meeting organizer.

6. When prompted, type in your name and optionally, your email address.

Upon clicking OK in the Name and Email dialog, you will be entered into the meeting. The
Attendee Control Panel and the GoToMeeting Viewer window will appear.
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> To join a meeting from your desktop

1.

PwnN

If you are an organizer and GoToMeeting is already installed on your computer, you can right-click

the daisy icon &8 in the system tray or double-click the GoToMeeting icon on a Mac and select
Join a Meeting.

On the Join a meeting window, enter the meeting ID you received from your meeting organizer.
If requested, enter the meeting password provided by your meeting organizer.

When prompted, type in your name and optionally, your email address.

Upon clicking OK in the Name and Email window, you enter into the meeting. The Attendee
Control Panel and the GoToMeeting Viewer window appear.

P Tojoin a meeting from your iPad, iPhone or iTouch

ahrwnNpE

Download and install the GoToMeeting App.

Open the GoToMeeting app.

Enter the Meeting ID provided to you by the organizer.

Enter your name, email and press Join.

Once you press join, you will connect to the meeting. You can communicate using VolIP through
your iOS device's built in mic and speakers or stereo headphone jack.

Note: The meeting ID number is the 9-digits at the end of a link to join a meeting. If you have received a link to join a meeting
(ex: https://www1.gotomeeting.com/join/123456789) do not click on the link to join the meeting. You will need to open the
GoToMeeting iPad app and enter 123456789 as the meeting ID.
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Attendee Viewer and Control Panel

Once attendees join a meeting they see 2 GoToMeeting attendee components, the GoToMeeting Viewer
window (a) and the GoToMeeting Attendee Control Panel (b).

3 b

g b e b T T v - aflidm
= ct— =
N L TUR

Meet Now

Organiger. Joson ¥ | Pressnber. Jassn ¥
[ P S TR PP (I F g T —

Dol WE-ETS-EHR
A Cade i FiR-J00
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Attendee Control Panel

When attendees first join a meeting, the Attendee Control Panel appears on the right side of their
desktops. The Attendee Control Panel gives attendees access to various meeting functions and is
comprised of 4 panes: the Attendee List Pane, the Audio Pane, the Chat Pane, and Grab Tab.

After approximately 10 seconds the Attendee Control Panel automatically collapses to the right side of the
screen with only the Grab Tab displayed. The auto-collapse feature can be disabled from the View drop-
down menu.

The option to disable the auto-hide feature on the Control Panel is only available to attendees using
Windows.

Attendee List Pane - If enabled by the organizer, provides a list of all meeting attendees.

Grab Tab - Enables attendees to minimize the Control Panel to the side of their desktops and still
access Viewer tools.

Audio Pane - If the organizer has given attendees a choice in how to join the audio portion of the
meeting, you can switch between using Mic & Speakers (VolP) or Telephone.

Webcam Pane - If enabled by the organizer, up to 6 participants can share their own webcam.
Chat Pane - If enabled by the organizer, allows attendees to chat with other attendees, either
individually or all at once, or with just the organizer or presenter.

Meeting Information - Provided for quick reference.

File Options View Help 0 ox

= Aftendee List (3] Max 26)
& R - MNAMES - ALPHABETICALLY -

I[;T Maddie May (Organizer, Present.. »
Benny Bee

( = Screen Sharing
=3 Stopped Mo one sees your screen
o Show My Stog Give Change
° Keyboard  Presenter
@ & Mouse
11.4 GB remaining S=ttings

& Jackson John

Invite Others
= Audio
O Telephane
(®) Mic & Speakers Settinos
49 E T

= Webcam
@ Share My Webcam

=/ Chat

[Type message here]

@l

Al - Entire Audience w15

New Meeting
Meeting ID: 600-982-733

GoTolMeeting
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Attendee Control Panel Menu Bar - Windows Users

The Attendee Control Panel menu bar provides access to various application tools not specifically related
to attending a meeting. Menu options include File, View, Tools and Help.

File Menu

The File menu allows Windows-based attendees to edit how their names and email addresses are
displayed to other attendees, save the meeting chat logs as .RTF files, manage their preferences and exit
meetings. From the Preferences menu, attendees can allow or forbid bubble messages to appear when
another attendee chats or when GoToMeeting notifies them of system-related actions such as attendees
joining or leaving a meeting.

. FiI&I
Edit ¥Your Mame and Email...
Save Chat Log...

Preferences...

Exit - Leave Meeting

View Menu

The View menu enables attendees to select how to display the Viewer window on their desktops and how
the Control Panel behaves when not in use. Attendees can also save a customized layout or return to the
Control Panel to the default layout.

Wiew |
v | Full Screen
Window

v Auto-Hide the Control Panel
Hide Control Panel

Default Control Panel Layout
Save this Startup Layout

Help Menu

The Help menu provides access to the online GoToMeeting Help file and to GoToMeeting software
version information. There is also an option to leave feedback on the audio quality.

Help
GoToMeeting Showcase Help
Send Audio Feedback...
About GoToMeeting Showcase
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The Attendee Toolbar - Mac Users

GoToMeeting Menu

The GoToMeeting menu allows attendees to manage their Preferences and exit GoToMeeting.

vieeting

About CoToMeeting

Preferences... 38,

CoToMeeting >
CoToWebinar »
Services >

Hide GoToMeeting 3H
Hide Others 3H

Quit GoToMeeting 3#Q

File Menu

The File menu allows attendees to edit how their names and email addresses are displayed to other
attendees, save the meeting chat logs as .HTML files and leave meetings.

Edit Your Name and Email...
Save Chat Log...

Leave Meeting

View Menu

The View menu enables attendees to select how to display the Viewer window on their desktops.

| View I

| Full Screen
+ Window

Audio Menu

The Audio menu provides attendees another option for managing their audio settings. They can mute
themselves, switch between telephone and VolP (if enabled) and select their audio input and output.

| Audio I

| Mute Me {¥M

Use Telephone
v Use Mic & Speakers

Audio Input >
| Audio Output >

Help Menu

The Help menu provides access to the online GoToMeeting Help file and to GoToMeeting software
version information. There is also an option to leave feedback on the audio quality.
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Attendee Control Panel Grab Tab

The Attendee Control Panel Grab Tab enables attendees to minimize the Control Panel to the side of
their desktops and change the way the presenter's desktop is displayed in the Viewer window. The Grab
Tab changes depending on the status of the Viewer window.

Click and drag to move Grab Tab up or down (a)

Click to hide or display Control Panel (b)

Click to mute or unmute yourself (c)

Click the Webcam button to start or stop displaying your webcam (d)
Click the View button to change display modes (e)

Click and drag to move Grab Tab up or down (f)

Attendee Grab Attendee Grab Attendee Grab
Tab with Tab with Tab with
Viewer in Viewer in Full- Drawing Tools

Window Mode Screen Mode Enabled by

Presenter
E —_—
S

|

O
(0DE0)
IC-XCN -1
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Attendee Drawing Tools

Drawing Tools must be enabled by the presenter before they appear to attendees. The presenter is the
only one who can erase drawings. Drawing will pause when the presenter pauses the presentation.

P Tousea Drawing Tool

1. Click the Select Drawing Tool button on the Attendee Grab Tab.
2. Select the desired tool from the Drawing Tools drop-down menu.

Drawing Tools:

v *Nurmﬂlnun—drﬂwing mode —
& Pen 9
S—-"‘Highlighter e

I:D'Arru W

Choose pen color »

Note: Once the drawing feature is selected, you can right-click anywhere on the Viewer window to change the drawing tool or return
to non-drawing mode.

Note: The pen color can be changed from the Drawing Tools drop-down menu.

P To disable a drawing tool

1. Click the Select Drawing Tool button on the Attendee Grab Tab.
2. Select Normal non-drawing mode.

Or

1. Right-click/Control-click anywhere on the Viewer window.
2. Select Normal non-drawing mode from the Drawing Tools drop-down menu.

Or

Press the Esc key to disable a drawing tool without going to the Grab Tab or Control Panel.
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Chat with Other Attendees

If enabled by the organizer, attendees can chat with other attendees by using the Chat feature in the Chat
Pane. Or, attendees can just chat with the organizer or presenter.

e The chat log displays the text of all public chat and chat between two attendees. (a)
e The Message Entry field enables input of chat text. (b)
¢ The Send Chat to: field enables selection of chat recipients. (c)
e The Send button transmits chat to selected recipient(s). (d)
= Chat
Jazon W (io All - Entire Audience ~
a Here's the link | mentioned earlier.
www support. gotomesting. com
Me (to Prezenter Onhy):
Thank you 3
H |
Presenter Only P w (| Semn
y G
7 7
¢ - g
P To chat with attendees

Enter desired chat message in the Message Entry field.

To
1. Select the desired recipient(s) from the Send Chat to: drop-down selection field.
2.
3. Click the Send button.

P To reply to a chat message
1. Select the desired recipient(s) from the Send Chat To: drop-down selection field.
-or-
Click the attendee's name within the Message Entry field.

2. Enter desired chat message in the Message Entry field.

3. Click the Send button.

B To save a chat log

1. Under the File menu, select Save Chat Log.
2. This opens the Save Chat Log to a File window that allows you to store the file locally. Then
browse to the location where you would like to save it.

b

auto-save chat logs

In the Save in: box, click Browse and select the desired directory.

To
1. Click the General category on the GoToMeeting Preferences window and select Chat Logs.
2.
3. Click OK.
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Attendee Viewer Window

The Viewer window is where the image of the presenter's desktop is displayed to attendees. The Viewer
window can be displayed in either a Window Mode or a Full-Screen Mode.

In Window Mode, the presenter's desktop is contained within a scaleable window.

G ol allestiy Vawn —A

e g na e e

T3 - @AW LB W - . " . - L -
cimpc ety e -~

Full Screen Mode expands the presenter's desktop completely over your own. The Attendee Control
Panel/Grab Tab remains accessible.

> To change the Viewer window mode
e Click the Window Mode button from the Grab Tab.
Or

e Select Window or Full Screen from the View menu on the Control Panel.

== File View Help Y Y3

53| A Fasoeer ]
[@)] v “indow
® _kl

3 v Auto-Hide the Control Panel
&0 Hide Cortrol Panel

@ Default Conkrol Panel Layout
Save this Startup Layout

- A
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Share Presenter Mouse and Keyboard

At any time during a meeting, presenters may share control of their keyboard and mouse with any other
attendee. This enables the designated attendee to share control of applications on the desktop being
displayed.

When an attendee is given shared control, the GoToMeeting application notifies all attendees of the
change in control by providing a System Bubble Message.

Jason Vis the new
Presenter.

Note: Even though an attendee may gain shared keyboard and mouse control of the presenter's desktop, the presenter always
retains overriding control by simply moving his or her mouse.
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Become a Presenter

At any time during a meeting the presenter may pass the presenter role to any other attendee allowing
the designated attendee to share the presenter's desktop screen.

When an attendee is made a presenter the GoToMeeting application shows a dialog box notifying the
attendee that he or she has been made presenter and updates his or her Control Panel and Grab Tab
with Presenter Tools.

The new Windows-based presenter can click Show My Screen to present his or her entire desktop (a) or
click the down arrow to select a specific application window (b). For more information about being a
presenter, please see the Organizer/Presenter Control Panel section.

Mac attendees can share their entire desktop but not a specific application.

*£ You're the Presenter - GoToMeeting @

9 You have been made the Presenter, <k

— |
= ——___Please close confidential windows. /

T : ,-'f/’
when ready: | Show My Screen j

Mok ready? Click close ¥ in top right corner,

Become an Organizer

At any time during a meeting, the organizer may promote any attendee to the role of co-organizer to
enable that attendee to share meeting management functions.

When an attendee is promoted to the role of co-organizer, the GoToMeeting application notifies the
attendee of the change by providing a System Bubble Message and updates his or her Control Panel and
Grab Tab with Organizer Tools.

For more information about being an organizer, please see the Organizer/Presenter Control Panel
section.

BErian is now an Organizer.
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Leave a Meeting
An attendee may leave a meeting at any time.

P To leave a meeting

1. From the File menu on the Attendee Control Panel, select Exit - Leave Meeting.
2. Click Yes on the Leave Meeting? window.

Mac users:

On the GoToMeeting menu bar, select GoToMeeting > Quit GoToMeeting; or, select File > Leave
Meeting. You may also click the red X in the top-left corner of the Control Panel and Viewer window.
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The GoToMeeting Organizer Website

View your account information, scheduled meetings and meeting history by logging into the
GoToMeeting website. Learn how to schedule an upcoming meeting from the Schedule Meetings section.

Log In to Your Organizer Website
To access the organizer website features, organizers must first log in.

P To log in to your organizer website

1. Go to www.gotomeeting.com.

2. Enter your email address and password and click Log In.

My Account

The My Account page enables organizers to view and edit their personal account information, change
passwords, set conference call preferences and view billing information and account history.

P To edit account information

1. Log in to the organizer web site at www.gotomeeting.com.

2. Inthe left navigation, select My Account.

3. At the top of the My Account section, enter your current password, make any desired account or
password changes and click the Save Changes button at the bottom of the page.

My Account

Your Collaboration Portfolio Annual Plan will renew on Mar 1, 2013,
* To review other plan options or select a different product, visit Plan Selection.
® Toturn off automatic renewal, go to Billing Information and update your Subscription Gptions,

[+ ? Contact Global Customer Support 24 hours a day, 7 days a week

My Account Details

Account Status: Active Plan: Colaboration Portfolo Annual Plan
First Name: Last Name:

Daytime Phone: Company Hame:

Email Address:

New Password: Re-Type New Password:
Password must contain: 8-32 characters and both letters and numbers.
Time Zone:

['1GNT-08:201 Pacific Time (US and Canada): Tiuana =

¥ Automatically observe Daykght Saving Time.
(Does not apply to 8l time zones)

Email Communications

Receive occasional Colaboration Portfolo product updates and offers.

To change the above account information, enter your current password and clck
Save,

Current Password:

| Save Changes
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Forgot Your Password

If you can't remember your password, you can reset it with a few easy steps!

1. Go to www.gotomeeting.com and click the Forgot your password? link below the Password
field.

Secure Login

Returning Users

Please log in to Bccess your Email Address: Password:
account.

Eorgof vour password?

Login

Note: If you do not see the Secure Login screen, click the Log In link on the top left of the screen.

Jain a Meeting Haost a Meeting 247 Support | Logln |I

2. Enter your email address that was used to create your account and click Submit.

Forgot Password

Enter Email Address

To change vour password, please Email Address:
enter vour email address. |jan&.dn&@jedbc.cum | Submit

3. Once you receive the Forgot Your Password email, click the link to create a new password.
4. Click Save.
e If you haven’t received an email to create a new account password:

Check your spam or junk mail folder. The password reset email may have been
flagged as spam. If you still don't have the email, contact Global Customer Support
for assistance.

e If you don't have access to your account email address:

Please contact Global Customer Support for assistance.
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Change Account Password

For improved security you may want to occasionally change your account password. If your account has
a company administrator, he or she may require you to change your account password on a regular
basis.

> To change your account password

Log in to www.gotomeeting.com and select My Account in the left navigation.
Enter and confirm your new password.

Enter your original password .

Click the Save Changes button at the bottom of the page.

* LogOut r,..-- My Account
L Ly Accounk

R N .

o

Wy Account Details
] First Mama: ) Last Ham;
o 1

Email Addross:

\Imw?aﬁ-smru: Roa-Type Hiw Passwond:

Password must containc 3-32 charadsrs and both betlars and
AUMbans

Time Zona:
GMT-0800) Pacific Time (LS and Canadal THusna Lo

[ Automalically obsene Dajlight Sading Time
(Does not appdy 1o 3l Gme 2ones

To change the above accound informaton. enber your cleTent passwaond

\ and dick Sav
Cuirmel Passwand

| Save Changes |

Note: Your new password must contain at least 8 characters and include both letters and numbers.
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Audio Settings

The Audio Settings section of the organizer website allows you to set your default audio preferences.
Choose between Voice over Internet Protocol (VolP), long distance and/or toll-free. If you select more
than one option, your attendees have the choice of dialing in with a provided conference call number or
connecting with VolP. For international attendees, set your default countries by clicking Edit.
Alternatively, you can provide your own conference call number(s) in this section or bypass the audio
option all together.

Your can override your default audio settings while scheduling a meeting or during a meeting from the
Presenter's Control Panel.

Note: You may add toll-free numbers if your account includes the optional integrated toll-free audio service.

Related Topics

B To set audio conference options

1. Log into www.gotomeeting.com.

2. Select My Meetings > Settings from the left navigation.

3. Select the default audio service(s) you wish to include with your meetings. To provide local toll
numbers for multiple countries, click Edit.

4. Click Save. Changes apply to all future meetings.

GoToMeeting Settings

Your current settings for all future Meetings are shown below. Make any necessary changes and click Save.

Audio

Edit audio conference options:

(& Use built-in audio conferencing
Frovide the folowing options to my meeting participants:
[#] Vol - Requires microphone and speaksrs
[#] Long dmtance numbars for

ifed States and Canada g
[#] Tos-tree numbears for: United States and Canada Eqdd

{) Use my own conference call service

) Do not provide audio information

Save Sancal

Cancel Your Account or Update Billing Information (Individual Only)

If you are an individual GoToMeeting user then you can update your credit card and billing information
very easily by logging in at www.gotomeeting.com and selecting Billing Information from the expanded
My Account menu in the left navigation.

Note: This feature only appears for individual GoToMeeting organizers and does not apply to GoToMeeting Corporate organizers

P To edit account billing information

1. Login and select My Account from the left navigation.

2. Select Billing Information from the expanded menu.

3. Make any desired credit card or billing address changes and then click Save Changes at the
bottom of the page.
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Renew or Cancel GoToMeeting (Individual Only)

With Subscription Options you can decide what will happen with your GoToMeeting account after the
current plan expires.

P To renew or cancel GoToMeeting after the current plan expires

1. Login and select My Account from the left navigation .
2. Click Billing Information from the expanded menu.
3. From the Subscriptions Options section, select an option once the current plan expires.

Note: You can also contact Global Customer Support to cancel your account.

Note: Because GoToMeeting service is a pre-paid , your service will continue until the end of your current paid subscription period.
At that time, your plan will be discontinued and will not renew again.

Billing Information

Credit Card Informations Current

Fayments are processed on our Credit Card Number: Type: Expires:
SacUre S&rver and will appEaT 0N Choose one W [: 210 ]
your credd cand statement as - =

charges mads to GoTollesting First Name on Credit Card: Last Hame on Credit Card:
Sarvices | [ |

Billing Address

Billing Address 1: Billing Address &
|-|::! afal.] |
City:  State/Province:
Choose one w
ZIFPestal Code: ~ Country:
| Chogse and L

Preone: (OO0 00000

Shpw my bugsness pddrags on Jooount reckpts

Subscription Options:

(=) Ves, pheass renew my plan and saulomatically chargs my credi
card b0 ensure uninbemupled serace
)} Ho. piease cancel my subscription and do not renew my plan
atomatically ppon sxpration

Fisase make suns a2 your eradil

card information is complete Save Changes

Is Updating Credit Card Information Secure?

Online credit card payments are processed on our secure server using a VeriSign SSL Certificate. This
means GoToMeeting has been authenticated by the strictest industry standard and your transaction with
us is encrypted.
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Cancel Your GoToMeeting Account

If you are a GoToMeeting organizer on an individual plan, you can easily cancel your subscription from
the My Account page by logging in at www.gotomeeting.com.

Note: GoToMeeting organizers on corporate plans (multi-user accounts) must contact their account manager or Global Customer
Support to cancel their subscription.

Because the GoToMeeting service is pre-paid, changes made to your subscription plan (including
cancellations) will not take effect until the end of your current billing period.

P To cancel your GoToMeeting subscription

1. Log in to www.gotomeeting.com and select My Account in the left navigation.

2. Select Billing Information in the expanded menu.

GoToMeetmg' Online Meetings Made Easy ™
* LogOut My Account: Billing Information
B Wy Account

: Your free trial of GoToMeeting will end on Aug 10, 2011,

= PRn Sewcton
] /] § [/
+ Account History & Your sendce will stop and you will nod be charged

O g8 uyUestngs « To subscribe to a GoToleeting Monthly Plan, update your Subscriplion Options below.

« Support & Fads « Toreview ather plan options or select a different product, visit Plan Selection

Billing Information

s GoTolleeting News

3. Under the Subscription Options section, select the "No, | do not wish to subscribe to
GoToMeeting at this time" option.

Credit Card Information: No Credt Cand information on fie

Paymants are processed on o Credit Card Humber: Type: Expires:
securne server and will appear on Choossone . =
your eredt card

«charges made to GoToMesting First Hame on Credit Card: Lasi Name on Credit Card:
Services. [
Billing Address
Billing Address 1: . Billing Address X
City: State/Province:
Choose one. -
DPIPostal Code: . Country:
Choose one. -

Pihwtervees (FO0C D00 X000K)

Show ooy business pddress on sccount receipt

Subscription Options:

Wes. | would ke to subscribe to GoTolleeting. When my free trial
ends, please sulnmatically charge my credit card o ensure
uninterrupted service. (Defaul plan: $43 00/monthly, charged
iy}

® Mo, | do not wish to subscribe bo GoToMeeting at this time.

Please make sure that your crade
«card information is complets Save Changes

4. Click Save Changes.

Once your current plan or trial period ends, your plan will not be renewed and you will lose access to
GoToMeeting.
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P To see when your plan expires

1. Log in to www.gotomeeting.com and select My Account in the left navigation.

2. Select Account History in the left-navigation.

3. Find the most recent entry on the Account Activity list and look under the Description column to
see when your plan expires.

GoloMeeting’ Online Meetings Made Easy ™

* LogOut My Account: Account History
B Wy Actount
= Billng information

Review all EE‘U\"IT,' in your acoount since it was created on Jul 26, 2011
=  Plan Selection

: = Acsount Batance; 5900

4] @ Uy Weetings

Date Description Amount
= Support & FAQS
»  GoToMesting News Jul 28, 2011 GoToMeeting 15-Day Free Trisl actiated Print Receipt
GoTolleeting 15-Day Free Tral expres Aug 10, 2011 POT 50,00
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Plan Selection (Individual Only)

The Plan Selection section enables individual GoToMeeting organizers to view and edit their

GoToMeeting plan.

Note: This feature only appears for individual GoToMeeting organizers and does not apply to GoToMeeting Corporate organizers.

P To purchase or change your billing plan

1. After you sign in, select My Account from the left navigation.

2. Select Plan Selection from the expanded menu.

3. Select a product and choose either a monthly or annual plan and then click Review Your Plan.
4. Enter or confirm your billing information and click Buy.

GololMeeting 15 Max.
Aftendess
Meonthly Plan (=) *49ma
Pay month to month
Annual Plan ) 5868
Pay for the ful year and save Sove 5120
Golo\\ehinar 100 Max. 500 Max. 1,000 Max.
{inclsdes GoTolesting Altendess Aftendess SIS
Monthly Plan ) "9%ms C 539%ime O #498ims
Pay manih bo menth
Annual Plan O *948xy (O 3,828y O %4788
Pay for the ful year and save Save 5240 Save 5980
GnTnTr'ajn|ng' 25 Max., 200 Max.
P i Arengess Aftendess
Meonthly Plan 2 149w O *349ma
Pay moath to month
Annual Plan 0 1,428, O 33,348
Pay Tor the ful year and save Save S350 Save 5840
Collaboration GoloMeeting  GoloWwebmar  GoTolraning”
Portiolio 15 Mazx, T 500 Max. 25 Max.
Albandee AanEndess Eftengses
Manthly Plan ) 5498ims
Pay menth to menth
Annual Plan O *4,788wr
Fay Tor the ful year and save Save 51,200
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View Account History (Individual Only)

If you are an individual GoToMeeting user you can review your account activity and print receipts by
logging into your account at and selecting Account History from the expanded My Account menu.

Note: This feature only appears for individual GoToMeeting organizers and does not apply to GoToMeeting Corporate organizers.
Corporate customers should contact their account manager for account and billing related questions.

P To view your account billing information

1. Inthe left navigation, click the My Account link.
2. Click Account History from the expanded menu. All billing activity since account creation is

displayed.
Account Activity Account Balance: 50.00
Date Description Amount
Jan 28, 2010 Plan Purchazed Print Receipt
GoToMeeting Monthhy Plan extends through Feb 28, 2010 PST 245.00
ATMENT: Wisa Mo -0 00111 ($49.00)
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My Meetings

The My Meetings section enables organizers to manage their scheduled meetings and review their
meeting history. See Scheduling Meetings for information on creating new meetings.

View Scheduled Meetings Online

Your scheduled meetings are first displayed when you log in to your organizer website. Scheduled

GoToMeeting® User Guide

meetings can also be viewed by selecting My Meetings in the left navigation. Meetings can be started or
ended from this page and meetings currently in session can be joined. This is the same list of scheduled

meetings that can be accessed from the GoToMeeting application on your desktop.

P To view scheduled meetings

1. Log in to www.gotomeeting.com.

2. The My Meetings page is displayed with a list of your scheduled meetings along with meetings

that are currently in session. The meeting subject, start date and time are displayed.

Ay Meetings

Subject Date
Weekly Status Recurring
Sales Demao May 28, 2008
Team Meeting Jun 18, 2008

In Session | End Join Meeting
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View Meeting History

View a report of your completed meetings with the Meeting History section of the organizer website.
Details include, meeting subject, date/time, duration and number of attendees. The attendee names,
email addresses and join/leave times can also be reviewed.

Note: GoToMeeting corporate organizers can view up to 12 months of meeting data. Individual GoT oMeeting organizers can view
90 days worth.

P To view meeting history

1. Log in to www.gotomeeting.com and select My Meetings and then Meeting History from the left
navigation.

Select the time frame and click the Show History button.

Click the number in the attendee column to display attendee names, email addresses and
join/leave times.

Meeting History

Show History For:

Past 30 days w Show History

wn

Subject DateTime Duration Attendees
Meet Mow Jun 10, 2008 2:01 AM 166 min 2
Weelkly Status Jun g, 2008 1:53 FPM 286 min 2
Meet Mow May 29,2008 2:19 PM 329 min 2
Meet Mow May 29, 2008 10:24 AM 58 min 3
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Tips for Success

Prior to Meeting or Event Start

If you plan to share your entire desktop, turn off any instant-messaging applications, notification
software or other programs that may interrupt or distract from the meeting.

Turn off any streaming media applications that may take up bandwidth and resource-intensive
applications that may be taxing processor ability.

Set the desktop display to a neutral background and adjust display settings to a mid-range
resolution (e.g., 1024 x 768) to improve the display for attendees with lesser settings. This is also
the optimal setting for recording a meeting.

Clean up your desktop before a meeting. Eliminate wallpaper and icons that may distract your
attendees.

Make the documents you wish to share easily accessible.

Run a trial meeting with a friend to anticipate questions and to familiarize yourself with the format
of your online presentation.

Managing the Meeting

Arrive a few minutes early to greet the attendees as they arrive and start the meeting on time. It
also helps to have a welcome presentation running during this time. Your presence in these
opening minutes can help establish the tone and direction of the meeting.

Create a welcome message under the Meetings category of Preferences to greet your attendees
as they arrive at the meeting.

Provide an agenda at the start of the meeting, including estimated duration, and stick to it.

Inform attendees what the purpose/goal of the meeting is, what to expect and when and how to
ask questions and participate in the meeting.

Provide information on how to use equipment or services and how to get assistance if needed.
Nominate a co-organizer to monitor and respond to the chat log when someone is presenting.
Encourage participation by using open questions such as "What would you suggest?" and "How do
you feel about?"

End the meeting clearly. Make sure all the attendees know that the meeting is formally over and
stay on the line to address any last questions.

Managing the Conference Call

Call in to the meeting from a location where there is little background noise.

Consider globally muting participants at the start of the meeting to avoid noise issues. Turn off
system prompts and sounds for when attendees join or leave a meeting. Read the Voice
Conferencing section of the help files to familiarize yourself with the conference call features.
Avoid using cellular and cordless phones because of static and use the phone handset or a
headset instead of speakerphone because of background noise, tunnel effect and sentence
clipping.

Turn off your call waiting. The beep of a new call on another line is heard by everyone on the
teleconference.

Avoid putting your phone on hold during a teleconference. Your hold music will play into the
conference call, and make it impossible for the other attendees to continue the meeting.
Introduce yourself when you begin speaking and ask other attendees to also identify themselves
before speaking. Not everyone in the meeting may know everyone else's voice.

If you find you are having a sound quality issue, hang up and dial back in. Sometimes these
problems clear themselves up when the bad connection is terminated.
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Use GoToMeeting with a Firewall

Firewalls are a popular and effective security option that are designed to block unauthorized outgoing and
incoming communications with your computer. Some firewalls require additional steps to authorize trusted
applications like GoToMeeting. If you have a firewall and are experiencing connection difficulties, you
may have to configure your firewall.

Note: The GoToMeeting components need to be admitted through three ports: 80, 443 and 8200. One-way TCP connectivity is
needed (TCP outbound). Visit our IP_Range Fact Sheet for more information.

Configure your Firewall

Setting up a firewall to enable GoToMeeting to work requires that you take a little extra time to configure
your software to allow GoToMeeting to run without interruption.

P To set up afirewall to allow GoToMeeting
1. Enable GoToMeeting to access the Internet.

2. The first time you host a GoToMeeting from a firewall protected Windows, you will set off the
firewall and be prompted to allow GoToMeeting to access the Internet.

a. Select the "Remember the answer each time | use this program" check box.
b. Click Yes to enable GoToMeeting to access the Internet.
3. Configure your firewall to accept all GoToMeeting files.

a. Open your firewall console.

b. Manually select the option to allow each of the components listed above. After doing this
once, you should not need to repeat this process again.

See Locating GoToMeeting Files for additional help.

| Using GoToMeeting within a corporate environment

If you do not have a personal firewall but are in a corporate environment, you may have a hardware
firewall. Please provide the document found at www.citrixonline.com/iprange to your IT department so
that they may allow GoToMeeting to connect.

If a connection still cannot be established, please contact Global Customer Support.

If your firewall does not automatically ask to allow GoToMeeting to access the Internet, you may have to
enable it manually. See the following for specific help with some popular firewall software.
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Locate GoToMeeting Files

If you experience connection difficulties then you may need to configure your firewall to accept the
GoToMeeting components.

32-bit or 64-bit Windows

P To locate GoToMeeting files oWindows
Note: Most versions of Windows are 32-bit, including newer models like Windows 7 and Vista.

1. Open your firewall and locate the permission settings feature.
2. Navigate to the GoToMeeting files and set permissions to accept all the
GoToMeeting components.

a. Open My Computer

b. Click (C:) Local Disk

c. Click Program Files (for 32-bit Windows PCs) or Program Files (x86) for 64-bit PCs.
d. Click Citrix

e. Click GoToMeeting

f. Click the highest number (in this case 457), which indicates the newest build.

& C:\Program Files\Citrin' GoToMeeting' 457

| Ble Edt Vew Favorkes Tooks Help
Address () C:iFrogram Fles\Cirix|GoToMeeting|457 ¥
| Size | Type | Date Modified | _~

@u '! #« Program Files (86) » Citrx » GoToMeeting » 457

Fite Edit View Took Help
Crganaze = g Dpen Burn Mew Tolder

Mammie

& Favorites
B Desktop %) G2M.dll
& Downloads HB g2mchat exe
i Recent Places @ glmcm'nm.m
HE g2mieedback eve
wa Libraries ﬁ gémhostee
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Enable GoToMeeting with McAfee® Anti-virus Software
If your computer is protected by McAfee and you are experiencing connection issues then your firewall
may be preventing a connection. To safely configure your firewall please locate your version of McAfee

below and follow the instructions. If after following these instructions you still have Firewall related issues
then McAfee Support may be able to provide assistance.

McAfee Total Protection

P To configure McAfee Total Protection with GoToMeeting

1. Right-click the McAfee Total Protection iconL@I in your system tray (usually the bottom right of
your screen.)

4 <o L BYY

2. Click Open McAfee Total Protection.
3. Click Firewall. (a)
4. Click Settings.(b)

T McAfee  Total Protection

a.,‘ig
g

\/ Your computer is secure (no action required)

" Raal-Time Scanninge On~ >

»"  Updates: Current

w Firewall: On

v Subscription: Active
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5. Scroll down until you see GoToMeeting (c), select it, and then click Edit. (d)

Program Permissions N

>) & HP Support Assistant Outgoing [=]

> = ypResources Outgaing

>) & yppownioad Full

> A 1P Ceement Full

>) B gtswe exe Full

) ﬂ-“-ﬂpﬂure Qutgaing B

>) &8 GoToMeeting Block c

) [ 1 tan Stat L unchar Full E
e

6. Set Access to Full. (e)
7. Click Save. (f)

Program Permissions .«

Manage and create permissions for existing and new programs that require
incoming and outgoing Internet access, Leam more

Edit Program

Program:
ﬁ Chprogram files (xBENcitridigotomeetingdSTg2meoomm.exe
ACCEsS

[Block ]

Full e
Qutgoin

e f

8. If you cannot find GoToMeeting in the list of programs, click Add and navigate to the files.
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Enable GoToMeeting with Norton® Anti-virus Software

If your computer is protected by Norton and you are experiencing connection issues then your firewall
may be preventing a connection. To safely configure your firewall please locate your version of Norton
and follow the instructions. If after following these instructions you still have Firewall related issues then
Norton Support may be able to provide assistance.

Norton Internet Security 2010

> To configure Norton Internet Security 2010 for GoToMeeting

1. Open the Norton Internet Security console. Click the Settings (a) button on the Network tab.

T T S0 ] G o s | peve g

2. Scroll down to Smart Firewall, then click Configure (b) next to Program Settings.

At g

Settings
L— Computer Semngs ]
g Hetwors Semngs . -

Bt e s e S
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b e My
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’ Web Semngy [ ]
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|f Parental & Privacy Controls ’
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3. Find GoToMeeting, select Allow (c) from the dropdown menu, and click Apply. (d)

& Program Control BEER

Program Control

Create custom Internal access for indhidual programs

Program

B | ey - B 8
s rC‘.?;.LFI"-::;::i-'—erk_-5'-.!-'{'050!1I-'L-_>I|T_.|J-aIZ":-':::u:l:t"f..e.\re Ao, H
= EE—.LI;?E;::EE5'-,ris:rnsnf't Inteli®oint\dpupdchk. exe Sy n
L E‘:O-,;'D:k:_'rr:inlqks-:x!tﬁ;'.{irrn('-[iarnHeetrg'-_-!.'u.n'-,g?rrrorrr".exe fh n_ -
5 ;&;:0-,11_:::';?::g;}‘-n::rl::ui:;rnc-stton-.uz""_cc----:m:lU.Ear.- fulo n
Sl debia v v B
9 C:".P'x'::‘llsae'l' Files (86 )\Hewlett-Packard\HP Advisor\HPAdvsor.axe o B
HP Ceamen) -
[ e ] | HOM [ remove | [ Rename |
d

4. If you cannot find GoToMeeting in the list of programs, click Add and navigate to the files.
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Norton 360 3.0

P To configure Norton 360 3.0 for GoToMeeting
1. Open the Norton 360 3.0 console.
2. Click the PC Security tab.
3. Click Manage Firewall. (a)

Morton 360

[aiks lerilgrs Wby Robousd  Prodect leedBech  Rew b bepen
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T
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4. Scroll down to GoToMeeting, select Allow (b) from the drop-down menu, and click Apply. (c)

& Program Control . = '

Program Control Help

Create custom Infernel access for indhvidual programs

Program
Diagnostics Troubleshoobing Wizard
] A Auto
AWindows\System32msdt. exe ' .
1 kexe
. :\Program Fies\Microsoft InteliType Pro\dpupdchk.exe Sulo n
4 | dpupdchicexe
" | C:\Program Files\Microsoft Inteloint\dpupdchk.exe e '
| GoToMeeting
Aute c
® C:\Program Files (x86}\CitriyGo ToMeeting'4 57\ g2mcomm. exe n
g | GoToMeeting Downloader
ot Auto
w ChUsers\Hope Therapses\Desktop\g2m_downkad. exe .
ENICOME Shces Auto B
Auto
c\ 1 Files (xB6)\Hewlett-Packard\HP Advisor\HPAdvisor.exe '
HP Ceement "

[ pas ] [—"C'\M [ remove | [ Rename |

| Norton N

5. If you cannot find GoToMyPC in the list of programs, click Add and navigate to the files.
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Enable GoToMeeting with Kaspersky® Anti-virus Software

If your computer is protected by Kaspersky and you are experiencing connection issues then your firewall
may be preventing a connection. To safely configure your firewall please locate your version of Kaspersky
and follow the instructions. If after following these instructions you still have Firewall related issues then
Kaspersky Support may be able to provide assistance.

Kaspersky Anti-Virus 2010

P To configure Kaspersky for GoToMeeting
1. Open Kaspersky Anti-Virus 2010.
2. Click Settings in the top right.
3. Under Options, select Threats and exclusions. (a)

4. Under Exclusions, click Settings. (b)

i Settings
RASPETSKY Categories of malcous and potentialy unwanted software and
Anti-Virus 2010 exchesion rules, nesoking compatibility conifcts
W Protection
Thr
£2 File Anti-Yirys s
Mol A\ Deetéctian of the fallowing i esl bypei i enabléd Settangi...
) Wb Anti-Vinag VL, worml, TrOe prograemy smd makoisul toals soware
o M anbiy o -
Aibl-Viret auto-dislery suspickous paciers, multi-packed objects
& Frosctive Defense
1 Soan My Computer Exclutions
B Full Sean
Rufesz 1 ftotal 1)
i Sean Settangs... 4]
-l o Trasted applicatian: 1 molal 1)
= Objects Scmn

B vulnerabaddy Sian
) My Update Center
Optipns

W Hatduatsons
Repors and Sorages

e Feedback

] Appearance

) Gamang paotie

Hep | Restore ok ] T e

5. Click the Trusted applications tab.
6. Click Add and browse to the GoToMeeting program folder.
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7. Check all of the boxes for exclusions (c) and click OK. (d)

Fu Exclusions for application =5
@ GoToMeeting
Exclusions: |: Do not scan openeéd files -
E 'l

[C] Do not monitor application activity
[ Do not monitor child application activity

I_f Do not scan nebwaork traffic

Rule description (dick underlined parameters to edith:

o

Help

8. Click OK again, then click Apply. (e)
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Additional Firewall Resources

If you have specific vendor related firewall questions that were not covered in our firewall section then
please contact your provider.

AVG
Contact (support requires payment)

Configuration information

Avira Firewall
Contact

Configuration information

Bit Defender
Contact (requires an account)

Configuration information

Note: Please refer to pages 222-226 of BitDefender Internet Security on configuring the firewall.
ESET
Contact

Configuration information

Trend Micro
Contact (800-864-6027)

Configuration information

Note: Although the instructions refer to an email program, they guide you to the program permissions where you can adjust
the settings for GoToMeeting.

VIPRE
Contact (877-673-1153)

Configuration information

Webroot
Contact

Configuration information

Zone Alarm
Contact

Configuration information

Note: Click Knowledge Base, then search "How do | change settings for individual programs in ZoneAlarm?"
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Troubleshooting and FAQs

General GoToMeeting FAQs

| never received my meeting organizer invitation email. What should | do?

It's possible that your email server blocked the invitation email. If you do not have the ability to check
email in a spam folder, check with your Administrator to see if the invitation can be resent. Otherwise, ask
your administrator to contact the GoToMeeting account manager for help.

How can | view scheduled meetings?

To see what meetings you have scheduled, right-click the daisy icon &8 in the system tray or double-click
the GoToMeeting Suite icon on a Mac and select My Meetings. After your login email address is verified,
you will see the list of scheduled meetings.

You can also log in to www.gotomeeting.com and view your scheduled meetings.

| forgot my password. What should | do?

First, make sure you are entering your correct login email address and password. Note that your
password is case sensitive and must contain at least 8 characters and include numbers and letters.

If you still need to reset your password, just visit
https://www.gotomeeting.com/en_US/forgotpassword/forgotPassword.tmpl and enter your email address.
You can also reach this page via the www.gotomeeting.com login page. An email will automatically be
sent to your login email address to reset your password.

How long will my past meetings appear in my Meeting History?

Past meetings will appear in your Meeting History for 90 days if your an individual GoToMeeting
organizer, after which they will be deleted from the system. If you would like to keep records of your
meetings for auditing purposes, have your administrator run a Meeting History report at least once every
90 days and then save it locally.

GoToMeeting corporate organizers can view up to of meeting data.

Why does the meeting pause when | open a window that | am not sharing?

The application-sharing feature is set up to ensure that you are only sharing the specific window that you
have selected. If you inadvertently open a different window, GoToMeeting will automatically pause the
meeting to protect your privacy. Screen sharing will resume once you have moved or closed the
obstructing window. The Specific Application Sharing feature is only available to presenters using
Windows.
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What happens when | stop showing my screen? What do my attendees see?

When you click the Stop button, screen sharing will be turned off and you will no longer transmit your
desktop contents to your attendees. Instead, your attendees will see the Waiting Room screen until you
click the Play button to resume screen sharing. Upon request, GoToMeeting corporate users can display
their company logo on the Waiting Room screen.

How do | share one application and nothing else?

A presenter can share a single application by right-clicking the screen-sharing icon on the Control Panel
Grab Tab and then selecting the application to share from the list of applications presented. The
application-sharing feature is only available to Windows users.

After I've given keyboard and mouse control away, how do | get it back?

As a security feature, you can regain control of your desktop/laptop by simply moving your mouse. The
change of control happens almost instantaneously. At any time, you can revoke an attendee's shared
control of your mouse and keyboard if you want to prevent him or her from regaining control.

Are there any files or folders left on an attendee's computer after the session ends?

Some downloaded files do remain after a meeting so that the attendee may join future meetings more
quickly (without having to download all the files again). However, the files are inactive, will not consume
system resources, do not compromise security and perform no functions until the attendee joins another
meeting and the files are engaged by a new meeting ID. If desired, an attendee may uninstall all
GoToMeeting files using the Add/Remove Programs feature in the Windows control panel.

Why would | make someone else an organizer in my meeting?

If you created a meeting and needed to leave, but wanted your attendees to continue the discussion, you
would want to make someone else the organizer. The meeting would proceed without you without
interruption. Or, you could appoint a co-organizer to monitor and respond to attendee chat questions
while you focused on the task of presenting.

Is there a charge for using the integrated conference call service or VolP?

GoToMeeting is packaged with both VolP and a phone conferencing service at no extra cost to you. You
may decide to use one or both of these services or choose another method of bringing audio to your
online meetings. Our phone conference service provides a toll-based number that is dialed by all meeting
participants. Participants are then charged their standard long-distance rate for calling this toll-based
number, just as if they made a regular long-distance call. There is no additional charge for the
conferencing feature. If attendees wish to avoid incurring long-distance charges, then they can join the
meeting with VoIP. Please see Integrated Toll-Free Audio for information on how to provide your
attendees a toll-free option.
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How do | save chat sessions from my meetings?

Under the File menu, select Save Chat Log. This opens the Save Chat Log to a file window that allows
you to store the chat log locally. Or, if you are using Windows, under the General category of your
GoToMeeting Preferences, you can check the box marked Chat Logs to automatically save your chat
logs to your local computer after each meeting.

Where can | find instructions for the integrated conference call service?

Conference call information for organizers is available in the GoToMeeting Integrated Audio section.

Is training available for GoToMeeting?

Yes, please see the Product Training section of this site for more information.

Is there an attendee? How can | view information about past attendees?

Log in to www.gotomeeting.com with your email address and password. Select My Meetings from the
menu options on the left navigation. Select Meeting History from the sub-menu options.

Are Mac or Linux operating systems supported with GoToMeeting?

Currently Linux operating systems are not supported by GoToMeeting, either to host or join a meeting.
However, GoToMeeting does support Mac-based organizers and attendees with somewhat limited
functionality.

Is audio streaming supported in GoToMeeting?

Yes, online audio, or VoIP, is an alternative to dialing in with a conference phone number. However, the
organizer cannot stream sound files from his computer onto attendees' speakers.

Is video streaming supported in GoToMeeting?

While we do not yet support streaming video, our GoToMeeting technology is fast enough to keep up with
screen changes on the desktop, so it appears as if it is streaming video.

Because more data is being sent to all meeting attendees, bandwidth usage will go up for all meeting
participants. The amount will depend on the resolution and length of the video.

Also, certain versions of Windows Media Player with Microsoft DirectX (an advanced suite of multimedia
application programming interfaces, or APIs, built into Microsoft Windows operating systems), will not
display the video.

To enable video display for your meetings, you need to disable Hardware Overlay for your player. Please
see your media player's help section for instructions on disabling Hardware Overlay.
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Why am | having trouble sharing specific applications during a meeting?

If you are using a multi-monitor enhancement application like UltraMon™ or ObjectDock™ software that
adds a button to each window you may experience difficulties sharing specific applications. Try disabling
the window buttons in these types of applications to resolve the issue. If you are using a Mac, you will not
be able to select a specific application to view.

Can attendees collaborate on a Word document in real time? Is there a file sharing tool associated
with GoToMeeting?

At this time there is no file sharing tool integrated with GoToMeeting. The best way to collaborate on a
document is to give Keyboard and Mouse control to the user that wishes to make a change. The change
will take effect on the organizer's computer, who can later save the document.

Does GoToMeeting integrate with non-Outlook clients?

Unfortunately, GoToMeeting only integrates with MS Outlook and IBM Lotus Notes at this time.

Can | change a meeting in Outlook without going into GoToMeeting to change the time manually?

No, once you generate the invitations and calendar event you must change the meeting time in
GoToMeeting if you want to reschedule the meeting.

What happens if | have 2 monitors?

You can choose to either display 1 or both of the monitors. However, your 2-monitor display may cause
problems of resolution and visibility for your attendees if you display both monitors simultaneously.

What are the maximum amount of attendees that | can invite to each meeting?

Individual GoToMeeting organizers may invite up to 25 attendees, for a total of 26 people in each
meeting.
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Download the Launcher File on Windows

The first time you host/join a session or upgrade/downgrade GoToMeeting on a Windows computer, you'll
be prompted to download a file with an optional browser plugin that lets you launch the GoToMeeting
software faster. If you uninstall GoToMeeting, you'll need to go through the download process again.

Download the Citrix Online Launcher file in Internet Explorer

1. Launch GoToMeeting by hosting or joining a session.

Note: If you're using Internet Explorer 7 or 8 and already have GoToMeeting installed, click
No when you see the Security Warning dialog to immediately launch into session.

Do you want to view only the webpage content that was deliversed
secursly 7

This webpage conlains corlent thal will nol be delivered using & secure HTTPS
cannection, which could compromize the securty of the entire webpage. /

| Moo |

If you click Yes, you must click Download GoToMeeting on the Connected to
GoToMeeting page and go through the download process below.

8 Citro Dnline - Windgwn Intemet Exploner -5 e
file Eét Www Fpeonts Tooh  Hep
4% Ciirte Dirdine:
GoTolMeeting 47 Supotn
@ Connected to GoToMeeting /
o Ak ko ol AT e o i e M Mestings are batter with

GoTol i HDFaces high-definition

Ouestiens? vidao confarancing.

Conlac] Cobasl Cust appart t g Lil

L%l 1 o Servie e SO :h‘.ll' ol
Dang W Intemiet | Protected Made OfF = W -
147
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2. Afile called “Citrix Online Launcher.exe” will start downloading to your computer. Double-click
the file to open it. You can click restart the download if needed.

8 Citri e - Winuws Intermet Expleres (= E -]
| [ coriliomine
GoTolleeting 2047 Sutgon

The dowsloail shopld autcmatically begli in e oy secinds, bod il nol, please reilad he doemdaad,
This dowmlood includies a plug-in thei you can dissble ai sy Gme

@ Downloading GoToMeeting ...

= How, Install GoToMesting

il Citiia Onling Lsniiiiii san

im doran kogs @ an your compui e
i Double-click the fe bo apsn i
Cibran Chwlina Chick Run # prioengted and the Launchar i
Linschest ns sitomatally instal GoTaMeating
Owestions?
Conlact Qlohal Cusssmer Suppor of tesel 10 w3 Egainmasting
AboatUm T of Saecw | Privecy Pricy m';tﬂ'in&

3. When prompted to open “Citrix Online Launcher”, click Run.

Open File - Security Warning ]

Do you want to run this file?

MName. Downloads\Citrix Online Launcher B).exe
Publsher, Citrix Gnline

Tyoe: Application
From: Ch\lUsers\Downloads\Citrix Online ...

[ Bn | [ Cance 1

|| Always ask before opening this fie

-3 While files from the Intemet can be wseful, this fie type can

potentialy harm your computer. Only run software from publishers
your trust, What's the rsk?
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your computer, Only run software from publishers you trust,

Internet Explorer - Security Waming IF"H
Do you want to run this software?
¥ T Mame: Citrix Online Launcher
— Publishyar: Cikrix Online
|.# | More gptions B EQomkm}

rl ‘Whie: files from the Intermet can be wseful, this fle type can potenbally harm
‘gt cikd

hats he
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The browser plugin will be automatically installed and lets you connect to future sessions faster.

5. Once you're done, you'll be able to host and join future GoToMeeting sessions faster than ever!
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Download the Citrix Online Launcher file in Firefox

1. Launch GoToMeeting by hosting or joining a session.

Note: If you already have GoToMeeting installed and see a Launch Application dialog,
select the "Remember my choice" check box and then click OK.

Launch Application w

This link needs to be opened with an application.

Send to:
GoToMeeting
Choose an Application I Choose.., |

[¥] Bernember my choice for gotomestingl009 links.
This can be changed in Firefox's preferences.

_____..I oK I [ Cancel
e ———————————————————————————————

If you click Cancel, you must click Download GoToMeeting on the Connected to
GoToMeeting page and go through the download process below.

48 Citrive Online [+ |
GololMeeting S0

@ Connected to GoToMeeting b

vveDGdalTl

Claci QK- If promptad and your S,A'all i @ fninile, bk il Aol Meet""ﬁgﬂ- ar.ﬁ better with
HDFaces high-definition

plesse download GoTobiesting
video conferencing.

m

Duestions?
Conbact Global Cuslomer Suppen o Iwesl 1o us @gotamasting

diboad s | Terme of Sermce | Sy Foloy Ch'l_lx'l cnling

© 2012 Citrix Online, LLC. All rights reserved. 150




GoToMeeting® User Guide

2. Afile called “Citrix Online Launcher.exe” will start downloading to your computer. If prompted to

save the Citrix Online Launcher.exe file, click Save File.
[ev— [Py}
| 55 v Omime L-g,_l_ .
GololYlesting 247 Suposnt |
@ Downloading GoToMeeting ...
Thi desenlossd shenild suicmatically bagin in & fow seconds, but 8 not, plessa restan i dosnload.
This doweninad Includes s plug-in that you can disable at sny Hme, I

HNow, Instsll GoToMesting
A amal fle named Chirtx Online Lasncher.exo
18 downbsaiding on your comgaier

= Double-cick the fie o open £

Click Rus if peeenptad and the Launciar wil

331 8 — erhnnhne oS
mgrigtcaly walal GoToMesing

Dipering Citris Drfise Launcherase =
Fiou hawe chodes 16 epen
Unssiicans T 3.0 ol | 4
Conlaci Global Cuslome: Supgod or tweet 1o Bl -
which is & Binary File
fraem: kbt el - Srmminad ctranelee com
Wousd yous bloe to v Heis fils!
Sovefie | | Camcel | |
chmpe | cnine

dogel s Terme of Servce Py Policy

3. Double-click the file in your browser's Downloads window to open it. You can click restart the

download if needed.

Learch
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4. When prompted to open “Citrix Online Launcher”, click Run.

Open File - Security Warning e

Do you want to run this file?

|i_|| Mame: Downloads\Citrix Online Launcher B)-exe
Faretel Publgher Citrix Online

Tyoe: Application
Fram: Chlers\Downloads\Citrix Onlineg ...

|| Always ask before opening this file

3 | While files from the Intemet can be wseful, this fie type can
ﬂ patentialy ham your computer. Only run software from publishers
=" youtrust, What's the risk 7

L

The browser plugin will be automatically installed and lets you connect to future sessions faster.
We don't recommend disabling the plugin if you frequently join sessions because you'll need to go
through the entire download process again.

5. Once you're done, you'll be able to host and join future GoToMeeting sessions faster than ever!
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Download the Citrix Online Launcher file in Chrome

1. Launch GoToMeeting by hosting or joining a session.

Note: If you already have GoToMeeting installed and see an External Protocol Request

dialog, select the "Remember my choice" check box and then click Launch Application.

[ § External Protocol Request -

Google Chrome needs to launch an external application to handle
gotomeetingl009: links. The link requested is gotomeetingl009://

SALaunch?
EGWPort=805%2cd4 352 cB200 B EGWAd dress= 216115208 109%2c M 6.219.11

7.209%2¢216.219.118 209&Product= g2 m&Action=Join&Build=1003 REGWD
MN&=egu.gotomeeting.com8iMode=TersefiMeetinglD=441804904.

The following application wall be launched if you accept this request:

“CAProgram Files (86} Citrinh GoToMeeting' 10094 G2MInstaller.exe” "/
uriQshrgs //SALaunch?
EGWPort=80%2c43%2cB 2008 EGWAddress=216..16.219.117 209%2c216.21
9.118. 209 &Product= g2m&Action=loin&Build=1009&EGWDNS=egw.goto
meeting.com&iMode=TerseftMeetinglD=441804904"

If you did not initiate this request, it may represent an attempted attack on
your system. Unless you took an explicit action to initiate this request, you
should press Do Nothing.

L

[#] Remember my choice for all links of this typl:,/

| Launch Application ]I Do Nothing ]

If you click Do Nothing, you must click Download GoToMeeting on the Connected to
GoToMeeting page and go through the download process below.

— - ==
% Girix Oniine i e
GoTolMeeting 247 Suppor
on Yo
Connected to GoToMeeting A e
vVl |
Click Lawnch Applicaion § prompled and your =g Meelings are better with
minuta, bul & nol, please dowedoad GoTokesting HDFaces high-definition
Gisestions? video conferancing.
Contact Global Customer Suppor or tweed to 2= §Egolcsmasting
Mooty | Tanmeof Serice | Privecy Pobcy Cl'rl.]_l'lmlme
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2. Afile called “Citrix Online Launcher.exe” will start downloading to your computer. Double-click
the file to open it. You can click restart the download if needed.

|
4 Citrin Cirdires
Golol"leeting 247 Susgor
Duwnluading GDTOME’E“HQ
Ik dowminad should sulpmatically Boegin in @ few seconds, bul i not pleasa restart the download. |
This dermload inclodes & plug in thal pow cen dmabls al sy ins
|
Il How, Install GoToMeeting =
A gl £ Citikx Ondine Lainchsi s ks

| i ¢ s

|
Cioree Dnlne Lasunch., e Doutde-clici the Be to ogen &

Cl il prompied and the Launcher wil
minmatcaly nalal GaToMsaling
Gmestions®
Comtsct Clohsl Customsr Suppon of twaeel 10wl @golomesling
wpen
Asgidum  Triem ef Serves | By Lborae wpen Dot o The b= :i'rqr|nrh'r-
1 Shew in bolder L
L CowOnbne Lanch..oe - © Cart # Shewal ewnlcad., X

3. When prompted to open “Citrix Online Launcher”, click Run.

Open File - Security Warning ]

Do you want to run this file?

IE’ Mame. Downloads\Citrix Online Launcher [3).exe
Publisher Citrix Online
Type: &pplication
From: Cilsers\Downloads\Citrie Online ...

[ Bn | [ Coed 1

[ Alyeays ask before opening this fie

| While files from the Intemet can be wseful, this fie type can
" potentialy ham your computer. Only run software from publishers
= youlnust, What's the dsk 7

By

L

The browser plugin will be automatically installed and lets you connect to future sessions faster.
We don't recommend disabling the plugin if you frequently join sessions because you'll need to go
through the entire download process again.

4. Once you're done, you'll be able to host and join future GoToMeeting sessions faster than ever!
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HDFaces Video Conferencing FAQs

GoToMeeting with HDFaces, a high-resolution video conferencing technology, enables participants to
share and view up to 6 high-resolution video conferencing streams in session while viewing the
presenter's screen.

Related Topics

How is HDFaces different from other web conferencing video solutions?

We provide the highest resolution video conferencing quality currently available among web conferencing
providers—up to 6 streams at 640p x 480p for a maximum resolution of 1920p x 960p. We combined the
video conferencing and screen sharing Viewer into 1 window so participants can collaborate on shared
content and see each other at the same time for a highly effective, engaging user experience. With 1-on-1
video conferencing, up to 1280 x 720p is supported (depending on your webcam, lighting, network and
computer).

How much does HDFaces cost?

HDFaces is included with GoToMeeting at no additional cost.

Does GoToMeeting HDFaces work on Macs?

Yes, Mac and Windows features are nearly identical.

What are the system requirements for GoToMeeting HDFaces?

Internet connection with cable modem, DSL or better.

Windows® 7, Vista, XP or 2003 Server, or Mac OS® X 10.5 Leopard® or later.

Dual core 2.4GHz CPU or faster with at least 2 GB of RAM.

Internet Explorer® 7.0 or later, Mozilla® Firefox® 3.0 or later, Google Chrome 5.0 or later or
Safari® 3.0 or later (JavaScript and Java enabled).

e 700 Kbps or more bandwidth recommended per participant for simultaneous screen sharing, audio
and video conferencing.

Which webcams are recommended?

Video conferencing will work with most standard video conferencing webcams. From our testing, we
highly recommend the following webcams:

¢ Logitech® HD Pro Webcam C910
e Logitech HD Webcam C510
e Logitech HD Webcam C310

Which webcams are unsupported?
GoToMeeting with HDFaces does not support the following webcams:

4eyeGrab

Hava Remote Video Device

Hava Video Device

BT878 VW to WDM mapper (32-bit)
Live! Cam Notebook Pro (VF0400)

How many video streams can we share with GoToMeeting with HDFaces?

You can share up to 6 streams at a resolution of 640p x 480p each, for a total maximum resolution of
1920p x960p.
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If 6 video streams are being shared and I turn off my video stream, can another participant share
their video?

Yes, participants can stop and share video streams at any time. Organizers can also disable an
attendee's video stream so that another participant can share their webcam.

Can | temporarily stop my webcam without giving up my webcam slot?

Yes. You can pause your webcam temporarily by clicking the Pause button @ on the top-right corner of
your webcam feed.

Can international customers use GoToMeeting with HDFaces?

Yes, international customers can use HDFaces.

Is HDFaces available on GoToWebinar and GoToTraining?

Not yet. It's currently only available for GoToMeeting and is planned for GoToWebinar and GoToTraining
in future releases.

If I'm participating in the GoToMeeting Web Viewer Beta, can | also participate in GoToMeeting
with HDFaces?

No. If you want to upgrade to GoToMeeting with HDFaces, you'll lose access to Web Viewer functionality.
If you want to return to the Web Viewer Beta after upgrading to HDFaces, you can opt in again via
http://www.gotomeeting.com/webviewer/beta, or by calling Global Customer Support.

Are attendees required to install HDFaces prior to attending a meeting?

No. As with all versions of GoToMeeting, attendees download the organizer's version of GoToMeeting
without affecting their own version.

How do | set up my webcam to use with GoToMeeting with HDFaces?

Install your webcam using the manufacturer's installation instructions. You can set your webcam settings
from the GoToMeeting Preferences window. We recommend that you use a headset with mic and
speakers (VolP) instead of your webcam's built-in webcam mic and speakers.

What happens if | install a webcam during an HDFaces session?

In most cases, GoToMeeting should be able to detect your new hardware and allow you to use it during
the same session.

What are the bandwidth requirements for HDFaces?

We recommend 700Kbps or more per participant for simultaneous screen sharing, audio and video
conferencing. HDFaces uses bandwidth optimization to make the best possible use of any available
bandwidth. If you experience slow performance issues, try closing data-intense applications like
YouTube, Netflix, Skype, etc.

What is the supported video frame rate?

HDFaces supports up to 30-frames per second. The frame rate depends on your webcam, lighting,
network and computer.

What kind of security does HDFaces provide?

HDFaces includes the same excellent security and encryption of GoToMeeting, including end-to-end
Secure Sockets Layer (SSL) and 128-bit Advanced Encryption Standard (AES) encryption.
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How many video conferencing webcams can be shared with GoToMeeting with HDFaces?

HDFaces supports sharing up to 6 video conferencing webcams at once. Attendees can join HDFaces
meetings even if they don't have webcams. Up to 26 attendees will be able to see video conferencing
webcams.

Can | join a GoToMeeting with HDFaces session from an iPad, iPhone or iPod Touch?

Yes. You can join HDFaces meetings as an attendee, but you'll be unable to view or share webcams and
show your screen (if you're given presenter controls) at this time.

Can | join a GoToMeeting with HDFaces session from an Android smartphone?

Yes. You can join HDFaces meetings as an attendee, but you'll be unable to view or share webcams and
show your screen (if you're given presenter controls) at this time. Please see the Android FAQs for a list
of supported devices.

Can | hide webcams?

Yes. Click the Webcams drop-down menu and select Hide Webcams. Even though you've hidden
webcams, other participants can still see your webcam broadcasting. To bring webcams back to view,
select Show Webcams. You can also click and drag the divider between the webcam feeds and screen-
sharing viewer to resize or hide webcams.

Can | position webcams so they always remain on top of all my other applications?

Yes. On the top-left of the webcam viewer, click the Webcams drop-down menu and select Always in
Front.

Can | adjust the positioning and display of my webcams?

Yes. You can click and drag the bottom-right corner of the viewer to expand and minimize how the
webcams and/or screen sharing is displayed. If the organizer is not screen sharing, you can adjust the
size and position of the webcam viewer by using the Webcam drop-down menu and selecting one of the
following Webcam Positions: Top, Left, Bottom, Right.

What are some video conferencing tips and best practices?

e Secure your webcam on your computer to make sure it's stable and won't move around.

e Choose a location with adequate lighting. If you're sitting directly in front of a window, try moving to
another spot; otherwise, your webcam may only capture your silhouette.
Position your webcam so that your entire face fills up at least half of your webcam viewer.
For optimal performance, open the GoToMeeting Preferences window, select Webcam and then
click Advanced. If you have a high-performance webcam, you can enable high-quality features,
such as "face recognition” or "right light," to enhance your video conferencing experience.

How do | select a different webcam if | have more than one plugged in to my computer?

To select a different webcam, open the Preferences window and select Webcam. If more than 1 webcam
is detected, simply choose which webcam you'd like to use from the Your Camera section.

Can | record webcams during an HDFaces session?

Although you can record screen sharing and audio, you cannot record webcams at this time.
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HDFaces Video Conferencing Troubleshooting FAQs

Why can't | see other meeting participants' webcams?

Your webcam viewer may be minimized, but you can bring the viewer back up again from your taskbar or
dock. If the organizer has unchecked the Attendees Can Share Webcams option, you will not be able to
share your webcam. If you previously selected the Hide Webcams option from the Webcams drop-down
menu, then select Show Webcams.

Why can't other attendees see my webcam?

Double check to see if your webcam is connected to your computer, and then try clicking the Share My
Webcam button if you haven't already done so. To see if your webcam has been detected, open
Preferences and select Webcam.

What should 1 do if I'm experiencing poor video quality?

Make sure you have adequate lighting in your room. If you have low bandwidth, you should make sure
you have nothing else running that might use up bandwidth. If your webcam is out of focus, turn off the
auto-focus setting on your webcam. You can also check to see if you're using one of our unsupported
webcams.

What should I do if my webcam stops working?

If you have low bandwidth or CPU issues, you may see a "Low Bandwidth" or "Computer Overloaded"
message. You'll be prompted to hide all webcams and/or stop sharing your own webcam. If you click Yes,
all webcams and/or your own webcam will be hidden.

To improve bandwidth and CPU performance, close all other programs on your computer, and switch to a
high-speed cable Internet connection (if you haven't already).

Why is the Share My Webcam button disabled (grayed out)?

The organizer may have disabled the Attendees Can Share Webcams setting or the maximum webcam
limit may have been reached (only 6 webcams can be shared at once).

If you're an organizer and cannot share your webcam, open Preferences and select Webcam to make
sure that your webcam has been detected. You may need to leave and restart the session.

After | clicked the Share My Webcam button, why do | see a "Connecting” message that won't go
away?

The video conference may be down or unavailable. If you're an organizer, try restarting the meeting. If
you're an attendee, try leaving the meeting and then rejoining.

What happens if I'm sharing my webcam and start experiencing connectivity issues?

If you're sharing your webcam and your network connection momentarily goes down for a few seconds,
your webcam will automatically start back up again. If your connection is down for more than 1 minute,

you will need to re-click the Share My Webcam button to restart video conferencing once your network

becomes available again.
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Troubleshoot GoToMeeting with a Firewall

If you are experiencing issues when connecting to your meeting it may be due to an Internet security
application such as a firewall. Ensure the following files have full access to the Internet:

GoToMeeting Components

g2m_download.exe G2MStart.exe G2MChat.exe
AppCore.exe G2MLauncher.exe |G2MQandA.exe
G2MinstallerExtractor.exe |G2MTesting.exe |G2MSessionControl.exe
G2MCorelnstExtractor.exe |G2MMaterials.exe |G2MMatchMaking.exe
G2MCodeclnstExtractor.exe|G2MPolling.exe  |G2MRecorder.exe

G2MinstHigh.exe G2MView.exe G2MTranscoder.exe
G2MiInstaller.exe G2MUl.exe G2MTranscoder.exe
G2MUninstall.exe G2MFeedback.exe|G2MTranscoder.exe
G2MComm.exe G2MHost.exe G2MTranscoder.exe

These GoToMeeting components need to be admitted through three ports: 80, 443 and 8200. 1-way TCP
connectivity is needed (TCP outbound). Should you need to authorize specific IP ranges, our IP ranges
can be found here: www.citrixonline.com/iprange.

Using GoToMeeting with a Firewall

Setting up a firewall to enable GoToMeeting to work requires that you take a little extra time to configure
your software to allow GoToMeeting to run without interruption. Setting up GoToMeeting to work with a
firewall involves 2 steps.

P To set up afirewall to allow GoToMeeting
1. Enable GoToMeeting to access the Internet.

The first time you host a GoToMeeting from a firewall protected Windows, you will set off the
firewall and be prompted to allow GoToMeeting to access the Internet.

a. Select the "Remember the answer each time | use this program" check box.
b. Click Yes to enable GoToMeeting to access the Internet.
2. Configure your firewall to accept all GoToMeeting files.
a. Open your firewall console.
b. Manually select the option to allow each of the components listed above. After doing this
once, you should not need to repeat this process again.

| Using GoToMeeting within a corporate environment

If you do not have a personal firewall but are in a corporate environment, you may have a hardware
firewall. Please provide the document found at www.citrixonline.com/iprange to your IT department so
that they may allow GoToMeeting/GoToWebinar to connect.

If a connection still cannot be established, please contact Global Customer Support.
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Using GoToMeeting with Norton Internet Security Firewall

P To set up a Norton firewall to allow GoToMeeting

NogaprwbdE

Right-click on the Norton Internet Security icon & on yoursystem tray.

Select Open Norton Internet Security from the system tray.

Select Personal Firewall from the Status & Settings menu and click the Configure button.
Select the Programs tab, locate GoToMeeting and then click Add.

To begin adding files, click on g2Zmcomm.exe and click Open.

From the Program Control prompt select Permit from the drop down menu and click OK.
Repeat these 2 two steps to add the remaining GoToMeeting files:

Using GoToMeeting with Norton Transaction Protection

If your version of Norton Internet Security has the Norton Transaction Protection feature enabled, you
may need to adjust your Norton settings in order to use GoToMeeting.

B To set Norton Transaction Protection to allow GoToMeeting to run

1.
2.

3.

© N O A

If you have not already done so, host a practice meeting.

End the session. o

While physically present, right-click on the Norton Internet Security # icon on your system
tray.

Select Open Norton Internet Security from the system tray menu.

Click on the Norton Internet Security tab at the top of the Norton window.

From the Settings drop-down list, click the Norton Internet Security Options link.

Click the Transaction Protection link from the left side of the window.

Change the status to allow g2mlauncher.exe and then click OK.

Using GoToMeeting with ZoneAlarm Firewall

P To set up a ZoneAlarm firewall to allow GoToMeeting

N ougprwhE

Double-click the ZoneAlarm icon Ha on your system tray.

Select Program Control from the left navigation.

Verify that you are viewing the Programs tab.

Click the Add button on the bottom-right of the screen.

Navigate to the GoToMeeting folder on your computer (C:\Program Files\Citrix\GoToMeeting).
Highlight all of the GoToMeeting files in that folder and click Open to add the GoToMeeting files.

Locate the GoToMeeting file in the Programs list, click the Zicon in the Trust Level column and
select Super. Repeat this step for each of the GoToMeeting files.

Finally, click each? icon in the Access and Server columns that correspond to a GoToMeeting
program and select Allow.

Program Centrol

Thesze are the programs Active Programs A Trust Access E Send

that have fried to saccesz Level | Trusted Irterret Trusted interret | Mail
the Internet or local |

netwiork, along with the : ‘J‘H )E X; x X x

permizzions they were E Citrix Oniline Communications IR T 7 ?

given GoToMyPC Host Loades ? : X Block ? ? ?

e i GaTakyPC Yista Helper ? 7 sk ?2 7 ?
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© 2012 Citrix Online, LLC. All rights reserved. 160



GoToMeeting® User Guide

Audio FAQs

What if | can't hear other callers?

¢ In the Attendee List of your Control Panel, click the Audio icon % to unmute an individual

attendee or click Unmute All to unmute all attendees in the meeting.
Telephone users: Hang up and dial back in.
VolIP users:

a. Test your speakers setup. Click Audio Setup in the Audio Pane to select the correct
device. Mac users should: click the speaker icon in the Audio Pane to select the correct
device.

b. Check the volume setting in audio setup. Click Speakers Setup and then click Play
Sound. Adjust the slider bar to the desired volume.

What if other callers can't hear me?

You can change your audio selection from the Audio Pane if you scheduled your meeting to offer
both VolP and telephone options.

Telephone users: Hang up and dial back in.

VoIP users:

a. Click Audio Setup in the Audio Pane to see if the correct microphone device is selected.
Mac users should: click the microphone icon in the Audio Pane to select the correct device.

b. If using a microphone, check to see if your microphone has a physical mute/unmute
button on it. If it does, make sure your microphone is not muted.

c. If an attendee can't hear you, his or her speaker volume may be off or set too low.

d. Analog microphones are sometimes too quiet; we recommend using a USB headset or
USB desktop microphone instead.

e. If you are using a desktop microphone, avoid touching the microphone since it may cause
a reduction in the volume of your voice.

f. Speaking very loudly can affect the volume; try speaking at a lower level.

g. The speed of your Internet connection can affect 1-way sound. For optimum performance
when using VolP, we recommend a broadband Internet connection.

h. File sharing: Uploading a file while using GoToMeeting can sometimes affect VolP sound
quality. It is recommended that you close all file sharing applications before you start your
meeting.

i. Streaming music or video while using GoToMeeting can sometimes affect VolP sound
quality. It is recommended that you close all streaming music or video before you start your
meeting.

What if | hear static, beeping or a clicking sound?

Electronic devices, such as Blackberries, can affect the sound quality of microphones and
speakers. To avoid this, keep any electronic handheld devices away from your microphone and
speakers during your meeting.
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What if | experience an echo, feedback or background noise?

e A USB headset is recommended (see VolP Audio Device Recommendations).

e If you suspect an echo is coming from an attendee, see who is speaking by looking at the bottom
of the Audio Pane. Then mute that attendee or ask the attendee to lower his or her speaker
volume. You can also click Mute All in the Audio Pane.

¢ If you join your meeting via telephone make sure the audio setting on your Control Panel is not set
to Mic & Speakers.

¢ Built-in or external speakers can cause echo. We recommend reducing the speaker volume to a
low level.

e Laptops with built-in microphones can pick up noise and cause echo. Using a built-in microphone
for your audio is not recommended. If you know how to turn off your laptop's built-in microphone,
turn it off for your presentation (check your laptop's owner manual).

¢ Webcams with microphones can pick up additional noise and cause echo. Using a webcam for
your audio is not recommended.

¢ A meeting is best presented from a quiet location.

¢ If using a microphone, move the microphone closer to your voice and away from competing
sounds (e.g. computer fans).

e Avoid moving or touching the microphone during your presentation.

What if words are clipped or dropped?

Dropped words, delays or robotic sounds are often due to poor network performance, lack of memory or
high CPU usage.

Close all applications you are not using for your presentation.

VolIP users: A dial-up Internet connection can cause poor performance. For optimum performance
when using VolP, we recommend a broadband Internet connection. If the problem persists, switch
to Telephone mode. Select Telephone in the Audio Pane and dial in to the meeting.

How do | adjust my VolIP audio volume?

e Click Audio Setup in the Audio Pane. Under Speakers Setup, move the slider bar to the desired
volume.

What if | get an error message?

No Speakers Detected

An error message will appear if speakers (or headset) are not present or are not connected properly, or if
there is no sound card installed in your computer. You will not hear audio at this time and will not be
heard in the conference.

e Check that your speakers (or headset) are properly connected and click Try Again in the Audio
Pane of the Control Panel. Please refer to the VolP Audio Setup in this section for more
information.

e If you have the option to join the meeting via telephone, you will automatically be switched to
Telephone mode. Dial in to the conference using the number and audio PIN provided in the Audio
Pane of your Control Panel.

= Audio

() Telephone
® Mic & Speakers itest)

L0009 <
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After the first minute of a session, GoToMeeting looks for microphone input from attendees who are using
a microphone, have speaking rights and are unmuted.

If no input is detected, you may get a "Trying to speak?" error message. This error may appear under the

following conditions:

e You have not spoken or made any sound during the first minute of joining the meeting.

-Or-

e The microphone device was incorrectly selected. You can click the Audio Setup link if you are
trying to speak but can't be heard. Please refer to See VolP Audio Setup in this section for more

information.

Join the audio conference

If you do not hear anything, test your
audio setup using the link below.
Test Mic & Speakers

You may also select Telephone to see
dialing instructions.

No Microphone Detected

=>

| # 1ute 2 || & unmute 2 |
= Audio

O Telephone
® Mic & Speakers (test)

& diggpannn

e An error message will appear if a microphone (or headset) is not present or is not connected
properly. You will still be able to hear the meeting but will not be able to speak.

e Check that your microphone is properly plugged in. If it is, test your microphone device and click
Try Again in the Audio Pane of the Control Panel. Please refer to VolP Audio Setup in this section.

¢ If you have the option to join the meeting via telephone, you can switch to Telephone mode. Then
dial in to the conference using the number and audio PIN provided in the Audio Pane of your

Control Panel.

Your speakers have either failed or
have been unplugged. Check your

Kute All u te All Inwite Oth
speaker connections and click Try [f - ” i ]
Again. - Audio
Test other speaker options. {:}Telephnne
Ifthe problem persists, select @ Mic & Speakers (test)
Telephone to see dialing instructions. |:> & N0 SPEAKERS
Audio Hot Connected
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Microphone Disconnected

An error message will appear if your microphone fails or is unplugged after joining a meeting. When this
happens, you will no longer hear audio nor be heard by others.

e Check that your microphone is properly plugged in. If it is, test your microphone device and click
Try Again in the Audio Pane of the Control Panel. See VolP Audio Setup - PC or VoIP Audio
Setup - Mac in this section.

o If you have the option to join the meeting via telephone, you can switch to Telephone mode. Then

dial in to the conference using the number and Audio PIN provided in the Audio pane of your
Control Panel.

How do I turn entry and exit chimes on/off?

You must be dialed in via telephone to turn entry and exit chimes on or off. In GoToMeeting, entry and
exit chimes are turned on by default. Press *8 to cycle through the entry and exit chimes options.

How do | mute and unmute attendees?

e Windows users: Click the microphone or handset icon (a)
e Mac users: Click an attendee's name

= Aftendes List (2] Max 26

& [F w &  NAMES - ALPHABETICALLY |

i [ # John § (Organizer, Presenter... I
g —F & lazony

If-‘h*.e-k ][ & Unmute 4 ] [in.:e O:hersf

What does it mean when both telephone and VolP are enabled? Why would anyone need that?

When both telephone and VolP are enabled, your attendees have a choice to join the conference with
either their phone or computer speakers/ USB headset. While attendees cannot access both audio
options simultaneously, we do recommend offering your attendees a choice.
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Audio Tips and Best Practices?

As with any meeting, it is important to test your sound quality and audio settings before your live
event.

If you plan to record your meeting, be sure to test the Recording feature prior to your meeting; start
a Meet Now and record a few minutes to test your settings.

Close all applications and documents you are not using for your presentation; applications running
in the background may use up your computer's bandwidth and affect system performance.

Keep attendees muted during your presentation and unmute individual attendees as necessary.
Attendees are joined unmuted by default.

If you join the conference by phone, make sure that any other phones and data devices
(BlackBerry, iPhone) are either turned off or are away from your computer.

Ensure that your mouthpiece volume is turned up so the attendees can hear you, and that your
earpiece volume is turned up so you can hear the other attendees.

If you join with VolP, we recommend you use a USB headset rather than a microphone/speakers
to improve call quality.

For more ways to optimize your audio please visit Integrated Audio.
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Mac OS X 10.7 Lion FAQs

The new Mac Lion OS promises to be a great upgrade for Mac customers. It includes over 250 new
features and many usability enhancements. We have been working closely with Apple and testing our
products with this new OS. There are a few known issues that our Mac customers should be aware of if
they upgrade to Lion.

Does HDFaces work with Mac OS X 10.7 Lion?

From our preliminary testing, Mac OS X 10.7 Lion appears to work fine with HDFaces. Mac OS X 10.7
Lion will be formally tested and officially supported in an upcoming release.

If I purchase Mac OS X Lion, will GoToMeeting, GoToWebinar or GoToTraining work for me?

Yes, but you will need to make sure that (1) you're using GoToMeeting 4.8 or higher, and (2) you've
installed a version of Java compatible with OS X Lion.

1. Checking the Version Number

If you have GoToWebinar or GoToTraining, remember that you will only see GoToMeeting on the
menu bar and desktop icon because the 3 products are all part of the same collaboration suite. To
see which GoToMeeting, GoToWebinar and/or GoToTraining version you're using on your Mac, do
one of the following:

¢ In session: Click GoToMeeting in the menu bar and select About GoToMeeting. The version
number will be listed in the window that pops up.

¢ Not in session: Hover your mouse pointer over the daisy icon “in your dock to see a pop-up
message listing which version you're using.

If you are not using GoToMeeting, GoToWebinar or GoToTraining 4.8 or higher, you will still be
able to host meetings but will not be able to share your screen. To upgrade to the newest version,
contact your account manager (if you're on a corporate account) or call our toll-free 24/7 support
line and request to be upgraded.

2. Installing Java

GoToMeeting, GoToWebinar and GoToTraining require Java to be installed in order to host or join
sessions; without it, the GoToMeeting, GoToWebinar and GoToTraining applications cannot
launch. Since OS X Lion does not include Java, you will need to download and install a version of
Java compatible with OS X Lion (this is a one-time download of 150 MB). See Java is not installed
in Mac Lion. Do | need it? below for information on downloading Java.

Can | host a GoToMeeting, GoToWebinar or GoToTraining session from Mac OS X Lion?

Yes. As long as you're using GoToMeeting, GoToWebinar and/or GoToTraining 4.8 or higher and have
Java installed, your current version will work fine. If you are using an older version, then you may be able
to start the session but you will not be able to share your screen. See If | purchase Mac OS X Lion, will
GoToMeeting, GoToWebinar or GoToTraining work for me? above for more information.

Can | attend a GoToMeeting, GoToWebinar or GoToTraining session from Mac OS X Lion?

Yes. As long as you have Java installed, you should have no trouble joining. However, if the organizer is
not using GoToMeeting 4.8 and makes you the presenter, you will be unable to share your screen. See If
| purchase OS X Lion, will GoToMeeting, GoToWebinar or GoToTraining work for me? above for more
information.
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Java is not installed in Mac Lion. Do | need it?

Yes. GoToMeeting, GoToWebinar and GoToTraining require Java to be installed in order to launch the
application. Since OS X Lion does not include Java, you will need to download and install Java
compatible with OS X Lion (this is a 1-time download of 150 MB). You can do so directly from Apple's
support site at http://support.apple.com/kb/DL1421. However, if you try to start or join a GoToMeeting,
GoToWebinar or GoToTraining session before installing Java on your Mac, you can still complete the
download using the following steps:

1. Try to start or join a session. A "Missing Plug-in" message will appear instead of the download
progress bar on the Download page. Click on the Missing Plug-in icon ©next to the message.

GoTolMeeting
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2. When the following pup-up message appears, click Install.

( Toa open the applet fram

m “www l.gotomeeting.com,” you need a
Java runtime. Would you like to install one

and enable the applet plug-in?

3. When the following License Agreement appears, click Agree.

Licensie Agresment

Apple Software
ENCLSH l
APPLE INC,

SOFTWARE LICEMSE ACREEMENT FOR MAL 05 X
Langle Wien, Famaly Pidk and Leopacd Upgiads Liveaie (of uis oa Apple-beasdad Syatemi

PLEASE READ THES SOFTWASE LICENSE ACSTEMENT ("LICENSE®) CAREFULLY BEFOAL USING THE AFPLE
SOFTWARE. EY USING THE APPLE SOFTIARE, YOI ARE ACZTING TO E FIUND BY THE TERMS OF THIS
LICENSE, UNLESS YOU RETURN THE AFRL COADANCE ETURN POLICY. IF YU
AL ACCLSSING THE APPLL SOFTWARL ul(namum TICRATY YOUR ACATEMENT T0 B NOUD 5% T
TERMS OF THIS LICENSE §Y CLICKING THE “AGREE ~ BUTTOML IF YOU DD KOT ACLEE TO THE TERMS OF Tiars
LICENSE, DO NOT USE THE APPLE SOF TWARE AND C1XCK "DISAGREL I YDU 00 NOT ACKEE T0 THE TERUS

LICENSE, YOU MAY RETURH THE APPLE SOF TWARE WITHIN THE RETURN PERS)O TO THE APPLE STORE
Bk ITHGRIT DETRBTON nmm ¥OU OATAINED (T FOR A RIFUND, SURJECT TO APPLCS RETURN POLICY
FOUND AT ik | wm apitle om |egal sa4es_palicias /. FOR AFFLL SOFTIVARE INCLUDED WITH YOUR
FURCHASE OF HARDWARL YOU NUST RETURN THE ENTIRE HARDWARL S0 TWARE PACKAGE B OADER T0
OETAR & BEFUND.

IAPORTANT HOTL: This wlhlui may ba ueed o reproduce. modity. publish and distribote matenals. Hin
licensed o you only for reprodieciion. modifiction, publecation and dovirdaiion o non -copyrighied materials.
manevials in which yvou ows the copyright, o manenals you are autherized or bagally peemined 1o reprodece,
medily, publii® or digtmiute. If vou Are meCerthin MBSyl your gl 1a cogy, modily, pullidh & distribuns aay
material, yow should condact vowr legal adviver

L Comeral T 4M'1Vr~re invchading Boot NOM codti, any thrd Sary sofinane. dacumsendan L
e an, g e, an dak,
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4. When the following Download Progress bar appears, Java will begin automatically downloading
and installing the necessary packages (150 MB).

Software Update

Finding software
L

Jop

5. After installation is complete, you will need to refresh the page or simply launch the meeting,
webinar or training session again. You will then be able to join or host GoToMeeting,
GoToWebinar or GoToTraining sessions from Mac OS X Lion without being asked to download
Java again.

M

Coftware Updaie

]

| : The updates were installed successfully.

What are the known issues with using GoToMeeting, GoToWebinar and/or GoToTraining on OS X
Lion?

If you do not have GoToMeeting 4.8 or higher and are using OS X Lion, then you will not be able to share
your screen as an organizer or attendee (if you are made the presenter).

Contact Us

Should you have any questions about using GoToMeeting, GoToWebinar or GoToTraining with the new
Mac Lion OS, please feel free to contact your account manager or call our toll-free 24/7 support line.
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Integrated Toll-Free FAQ

What is Integrated Toll-Free Audio Service?

Integrated Toll-Free audio service provided by Citrix Online Audio allows you to offer your GoToMeeting,
GoToWebinar and GoToTraining attendees a toll-free number option. With Integrated Toll-Free, you have
the flexibility to schedule your sessions with any combination of toll-based, toll-free and VolP audio.

How much does it cost to use the Integrated Toll-Free audio service?

Per-minute charges are based on your service contract, and minutes are calculated per participants. (For
instance, if 3 participants dialing to the session for 10 minutes using the toll-free option, you will have
used 30 minutes of your plan. Those who join by regular toll numbers are charged rates based on their
own long-distance provider. There are no additional charges for those who join a session using VolP.

How am | billed for the toll-free service?

You will receive a separate monthly invoice from Citrix Online Audio, LLC for any toll-free minutes used
by you and your attendees.

How do | add the toll-free option to sessions that I've already scheduled?

For any sessions that were scheduled prior to enabling toll-free integration, the regular toll-based
conference numbers will automatically be changed when toll-free numbers are added to an existing
session. It is recommended that you resend the meeting invitation or webinar invitation to participants so
they have access to the new toll-free audio information. Meeting,Webinar and Training IDs and URLs will
stay the same,and the new toll-free number will be provided to attendees in the Waiting Room, as well as
in the Audio Pane of the Control Panel.

Will 1 use the same toll-free number for each session?

No, as with existing sessions, each session will have a unique toll-free number and access code. If you
wish to re-use the same audio options for your meetings, select the Recurring meeting box in the
Schedule a meeting window. Once you do so, the Integrated Toll-Free number and access code remain
the same.

How do | schedule a session with Integrated Toll-Free?

To add a toll-free number to your invitation email, right-click the daisy icon “in your system tray and
select to schedule a section. Then select the Edit Countries link to select toll-free countries.

For what countries do you offer toll-free service?

¢ Individual GoToMeeting organizers have the option to add Integrated Toll-Free service for the
United States and Canada.

¢ GoToMeeting corporate accounts have the option to add Integrated Toll-Free service for some
countries. Click here to see the list of countries.

Can | purchase Integrated Toll-Free service outside the United States?

¢ Individual GoToMeeting organizers based within the United States can purchase Integrated Toll-
Free service.

¢ GoToMeeting corporate accounts can purchase Integrated Toll-Free service only if their billing
address is based in the United States, Australia, Canada or United Kingdom.
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Is there anything different about recording a meeting with Integrated Toll-Free?

Whether you or your attendees join with VolP, toll or toll-free audio, you can easily and seamlessly record
all participants. From the Recording section of the Preferences window during a session, select Use
GoToMeeting Audio Service. For more information about the Recording feature, please see Recording

a Meeting..
How can | cancel Integrated Toll-Free?

If you'd like to cancel your Integrated Toll-Free service, please contact our 24/7 Global Customer Support.

© 2012 Citrix Online, LLC. All rights reserved. 170



GoToMeeting® User Guide

Recording FAQs

Why can't | record?

To record a session on Windows, you must have Windows Media Player 9 or above. You can download
this for free at http://www.microsoft.com/windows/windowsmedia/default.aspx.

Can I record webcams during an HDFaces session?
Although you can record screen sharing and audio, you cannot record webcams at this time.
Why does my finished recording only display a blank screen?

To avoid recording a meeting with a blank screen, please ensure the presenter initiates some type of
screen action (such as advancing a presentation slide) after clicking the Start Recording button. If
recording begins before the presenter shares his or her screen and there is no screen action then the
finished recording will only include a blank screen and audio.

Can meeting attendees record a meeting using the GoToMeeting recording feature?

No, only organizers can record sessions. You can promote an attendee to a co-organizer if you want
someone else to record the session.

How do | record a meeting with audio?

To record audio, an organizer must have a sound card installed on his or her computer. (If you can hear
music played on your computer, you have a sound card.) If you are using GoToMeeting integrated audio,
the audio you and your attendees transmit over the phone or VolIP (using a microphone connected to
your computer) will be recorded automatically when you click the Start Recording button.

If you are recording a teleconference using an audio service other than GoToMeeting integrated audio,
you can position the microphone next to the phone or set up a phone-recording adapter to your phone
and line-in input on your computer's sound card. In addition, be sure that the Record Audio option is
selected from the Recording category in your GoToMeeting Preferences.

How can | improve the quality of my meeting recordings?

The lower you set your monitor resolution, the better the quality of the meeting recording. We recommend
a maximum resolution of 1024 x 768 for optimal recording quality. Also, it is best to view your recording in
full-screen mode.

What happens if | click the Stop button in the Recording pane in the middle of a meeting and then
resume recording?

The meeting recording stops when you click the Stop button in the Recording pane and resumes
recording when you click the Start Recording button. However, a new file is not created for each
recorded segment of the meeting; it is simply appended to the existing recording file. You will only have 1
recording file per meeting.
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When I record a session using GoToMeeting, | can hear beeps. How do | get rid of them?

A large number of organizers use GoToMeeting for its recording abilities. If you're the only person in the
meeting while recording, you hear beeps by default.

To get rid of the beeps, you can do either of the following:
Option 1:
a. On the Audio pane, click Edit.

b. From the drop-down menu, uncheck Play On-Hold Beeps.

= Audio

O Telephone
@ Mic & Edit Audic Mode...

& Play On-Hold Beeps

Play Entry,/Exit Chimes

Option 2:
a. On the Audio pane, switch your Audio option to Telephone.

= Audio

(®) Telephone
i_'Wic & Speakers

b. In the Recording pane, click Settings to change your GoToMeeting Recording Preferences.

c. Select the “Use your own audio service” option.

Start Recording | 4.4 GB remaining E.attirnal

@P'drre'res - GaToMesting ‘ el
Category Recording
Start Lip
Gereral Audo
ortrecerd audo
Recording
Integrators " b d
Cormectian Use GoToMeeting ntegrated audio
audo ol - - -
Webcam & Lise your own audio servioe

Reguires a physical input device. A microphone will record just your
woice, A phone patch device wil record everyone who speaks,

Note: Please remember that if you are recording a session using GoToMeeting and are the only person in that meeting, your
meeting will end without warning in 2 hours.

What happens if one of the presenters on my recorded meeting has a larger screen than 1 do?

The recording will have the dimensions of the largest screen presented during the meeting. The portions
of a recorded meeting that show a smaller screen will display the image centered in the playback window
with a black border around it.
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How do | save my meeting recording?

Recordings are automatically saved to the path indicated under the Recording category in your
GoToMeeting Preferences when you end or leave a meeting. Impromtu meetings will be named with the
date and time plus the words "Meet Now," while scheduled meetings will include the meeting subject in
the file name. Note that you cannot change the location where you would like to save a recording once
you have clicked the Start Recording button. If you cannot find your recording, check the path listed in
the "Save in" pane of your Recording Preferences.

Where are my recorded meetings stored?

The default destination for recorded meetings is the My Documents folder on a Windows and
/Users/<current user>/Documents/Recordings on a Mac. You can change the destination location only
before recording begins. It is recommended that the designated location have a minimum of 1 GB of free
space to accommodate the recording.

How do I play back arecorded meeting?

On a Windows, first you must end the meeting that you are recording. GoToMeeting will then
automatically save your file with the meeting name you designated at the time of scheduling as well as
the date and time. Impromptu meetings will be named with the date and time of the meeting followed by
"Meet Now."

1. Navigate to the directory that is listed in the Save in: field under the Recording Preferences
category.

2. Click the file name to start the replay.

3. Press Alt and Enter on your keyboard at the same time to maximize the Viewer Window for best

replay quality.

*To view a meeting recorded in the GoToMeeting format, you must either have GoToMeeting installed, or download the
GoToMeeting codec (GoToMeeting 2.0 decoder) at http://www.gotomeeting.com/codec.

**To view a meeting recorded in the Windows Media format, you will have to wait until the conversion process is complete.
GoToMeeting converts the recorded meeting into a Windows Media Player file after the meeting is over so that the impact on CPU
resources doesn't bog down the computer during the meeting. Allow time for the conversion to take place. The time needed is
dependant upon video content, CPU speed and amount of memory available.

***Playing a recorded meeting back before ending the meeting may cause abnormal playback behavior. Be sure to end the meeting
before playing it back.

On a Mac, after converting your recording using the GoToMeeting Recording Manager, either click the
Magnifying Glass icon @ next to a converted recording or click Open Recordings Folder to open the
location where your converted recordings are stored (by default recordings are stored in /Users/<current
user>/Documents/Recordings).

You can play the recording on a Mac by double-clicking the .MP4 file in Finder. You can share the .MP4
file via email, YouTube, Vimeo, etc., and anyone on a PC or Mac can view it.

When | play a recorded meeting, it plays back scrambled. Is there something | can do to fix this?

If you experience scrambled playback of a meeting recording, which can happen if the presenter used a
multiple-monitor setup, you can try the following:

In Windows Media Player, go to the Tools menu and select Options. Click Advanced under the
Performance tab. In the dialog that pops up, uncheck "use video mixing renderer.” Click OK until you
have dismissed all dialogs. Play the video again, and it should play unscrambled.
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Can | edit a recorded meeting?

The GoToMeeting Recording and Meeting Playback feature allows you to record and preserve meetings
as either a GoToMeeting video file or a WMV file. If you wish to edit either file type you may need to first
convert the file into an editable format with a program like Microsoft's Expression Encoder.Once
converted, the file can be edited with the software of your choice. For more information on encoding your
recordings please view Edit a Recorded Meeting.

What is the best way to distribute arecorded meeting?

For recordings made on Windows, if a meeting recording is small enough, you can distribute it as an
email attachment. However, most recorded meetings will be too large for emailing. If this is the case, you
may want to upload the file to a web server for easy access. Windows viewers must have GoToMeeting
or the GoToMeeting 2.0 Video Codec installed to watch a recorded meeting created in the GoToMeeting
format. The GoToMeeting 2.0 Video Codec is available to download for free at:
http://www.gotomeeting.com/codec and can be distributed freely. Regardless of the format, all viewers
must have Windows Media Player 9 or higher to view the recording.

For recordings made on Macs, after converting a Mac recording using the GoToMeeting Recording
Manager, you can share the .MP4 file via email, YouTube, Vimeo, etc. On the Recording Manager, either
click the Magnifying Glass icon @ next to a converted recording or click Open Recordings Folder to
open the location where your converted recordings are stored. Then just send and/or upload the
recording wherever you'd like. Anyone can view your recording.

What does GoToMeeting record?

GoToMeeting records the presenter's screen and the audio portion of the presentation. You can view chat
records in the reports generated after your meeting is finished.

Does recording cost me anything extra?
GoToMeeting's recording feature is free and provided as a part of the service.
About how large are the files going to be?

File size is dependent on the individual screen settings but a good rule of thumb is around 1 MB per
minute.

How do | view recordings online?

If you wish to share your video online you will need to host the video on your own network or with a third
party provider. GoToWebinar Corporate organizers can upload their videos that were recorded on
Windows to our servers for up to 12 months. Windows users can also utilize Citrix Online's free online
recording solution called GoView.

How do I record a meeting?

1. Click the View menu on the top of the GoToMeeting Control Panel, and select Recording.

2. Click the Start Recording button.

3. When you end the meeting, the recording will be saved to your My Documents folder on Windows
and /Users/<current user>/Documents/Recordings on Macs.

How do | review chat records and meeting attendance?

Windows users can have their chat logs automatically saved to a location of their choice. This feature is
managed from the General tab in their Preferences window. Meeting history is stored on your account for
90 days (12 months for GoToMeeting corporate.) To view your meeting history, please visit
www.gotomeeting.com and log in to your account. Click the My Meetings link and then click on the
Meeting History link.
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Troubleshoot Recording and Replaying a Meeting

P To troubleshoot recording and playback

e Please see the Need audio help? and Learn more. These pages are also linked from the
Recording category of the organizer Preferences menu.

Citrix Presentation Server FAQs

Organizer FAQs

Once | start a meeting, it runs on my local desktop. When I try to invite other attendees using the
"Invite Others" option on the organizer Control Panel, GoToMeeting doesn't integrate with my
published version of Outlook (or Lotus Notes). How can | resolve this?

You need to verify that the option selected in your GoToMeeting Preferences under the Integrations
category matches the option selected in the Advanced section of the Integrations.

Attendee FAQs

When | am designated the presenter at a meeting, | can only show the applications that are
published to me from Presentation Server and nothing that is on my local desktop. How can |
present my local desktop?

Contact your Citrix Presentation Server administrator about installing GoToMeeting on Presentation
Server. By installing GoToMeeting and configuring the recommended settings on Presentation Server, all
GoToMeeting sessions will be redirected to the desktop. Running a meeting on the local desktop enables
you to present anything on your desktop.

Connection Test Help

Most connection-test difficulties are related to user-authentication issues. Please answer the question
below to assist you with determining if this problem exists and which actions to take.

Did you see an Authentication Required dialog box containing 3 fields labeled Domain, User Name and
Password?

Yes, | did see the dialog box and | believe | entered all the correct information but | am still having
trouble.

The user name and password required here are the same as those that you use to log on to your
Windows computer.

As when entering all user names and passwords, please make sure that:

e You are typing correctly, especially since you cannot see the password characters as you type
them.

e Your Caps Lock key is off.

e You do not have any trailing white-space characters in the fields. Check this by deleting and
retyping the entire contents of each field or by checking the end of each field for a blank space.
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Yes, | did see the dialog box but the Domain field was empty or may be incorrect.

Our software will attempt to fill in the Domain field for you. In rare cases this may not work, and the
Domain field will be blank or an incorrect Domain will be shown.

Yes, | did see the dialog box but the Domain field was missing.

This dialog box indicates that ‘Basic Authentication’ is in use on your web proxy. The User Name and the
Password required here might be the same as those you use to log on to your Windows computer.

However, your web proxy may require different passwords than those you use to log on to your Windows
computer. Your network administrator can confirm whether or not you have the correct information.

As when entering all user names and passwords, please make sure that:

e You are typing correctly, especially since you cannot see the password characters as you type
them.

e Your Caps Lock key is off.

e You do not have any trailing white-space characters in the fields. Check this by deleting and
retyping the entire contents of each field, or by checking the end of each field for a blank space.

No, | did not see the dialog box.

Please contact Global Customer Support.

Help, | followed the steps but | am still having trouble.

Please contact Global Customer Support.
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Desktop Notifications

What is the Desktop Notifications feature?

Desktop Notifications is a free GoToMeeting feature designed to deliver simple and effortless access to
complimentary Citrix Online software upgrades, information, news and discounts individual users may be
eligible for. Desktop Notifications delivers information right to your desktop, allowing you to safely receive
important product information that is relevant to you. Desktop Notifications are sent only by Citrix Online

as a service to our customers.

-,

52 Message from GoToMeeting

Important Notifications

[ |pisable Deskkop Mokifications; 9 What iz this?

How does it work?

Occasionally, when you are connected to the Internet, Desktop Notifications will automatically connect
with Citrix Online servers to see if there are any new messages for you. If there are any messages for
you, Desktop Notifications will display them on your computer screen.
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Outlook Integration Troubleshooting

GoToMeeting is designed to integrate with the Microsoft Outlook program installed on your computer,
allowing you to quickly and easily add GoToMeeting events to your Outlook calendar and invite people to
your sessions in one smooth motion. If the invitation email does not launch after you schedule a meeting,
or if the meeting does not get scheduled on your Outlook calendar, try the following steps.

Microsoft Outlook 2003

Microsoft Outlook 2007

Microsoft Outlook 2010

P To troubleshoot Outlook integration

1. Close Microsoft Outlook, if it is currently running.

2. Next, locate the daisy icon 8 in the system tray on your computer.

&8 GoToMeeting®
Meet Now...
Schedule a Meeting...
My Meetings...

Join...

.

About...

3. Right-click the daisy icon &3 and click Preferences.

&R Preferences - GoToMeeting ﬁ
Categary Integrations
[startup |
| General GoToMeeting integrations
Meetings =

| webinars
Trainings

Recording
Connection

Audio

ail appiication

[7] Show GoToMeeting Toolbar in Microsoft® Office

@) i

|¥] Shows button in messenger appications
7 Windows Live® Messenger ™
7] Yahoo! ® Messenger ™
7] GoogleTak™
/| Skype™

| Microsoft® Office Communicator

Lo J[ oo |

4. From the Preferences window, select Integrations in the left navigation.

5. Uncheck the "Use GoToMeeting with"check box and click OK. This removes current
integrations.
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6. Right-click the daisy icon &Bin the system tray and click Preferences.
7. Select the Integrations category.

8. Re-check the "Use GoToMeeting with" check box and ensure that Microsoft Outlook is
selected.

9. Click OK.

* Preferences - GoToMeet ing

Cobiru 3l 0T oMsetine rtegy sbhors

’:#"“mm [¥] Use GoToMestrg with ‘,/

s SR S

Fe s ) My def st el spchcation

[#] Sheww GoToMastrg Tookus n Meroseft® Office

[«] Mcrosoft Word
] Mcrosolt Excel
] Mucromalt PosesrPosrd

[l 5how button in messenger appications

J00

F
L

00

Lex ] [ coxn ]

10. Open Outlook.
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11. The GoToMeeting Toolbar that allows scheduling of meetings from within Outlook should be
present. If you see this toolbar, GoToMeeting should automatically launch invitations and add
calendar entries to your Outlook calendar.

!L:-_-' Inbox - Microsoft Outlook

i File

Edit View Go Tools -Acions Help
| & New - @ L3 x i Reply ﬁREpI}rtD Al (<) Forward -5 @
@ GoToMeeting = | &f Meet Now {E} Schedule Meeting -
Mail « || L3 Inbox
Fawvorite Folders @ | 0 -

Arranged By: Date

Mewest on top

12. If you do not see the toolbar, or if scheduling a meeting still does not launch email invitations
correctly, continue reading for instructions on enabling the GoToMeeting add-on within your

version of Outlook.

Enabling Add-ins in Microsoft Outlook 2003

1. Open Outlook.

2. Click Help in the top menu and select About Microsoft Office Outlook.

Conkack Us

@ Microsoft OFfice Outlook Help  F1

Check for Updates

About Microsaft OFfice Outloolk

5

¥

3. Click Disabled Items.

4.Click Add-Ins in the Outlook Options window. Under Manage in the menu below, select COM
Add-ins and click Go. Select the GoToMeeting Outlook COM Addin and click Enable.

2z 3 3

Mcresofel® Offcs Outlockd® 200 (11 8717.8221) ¥3
Part of Moosolt Offcs Professional Edition 2003
Cogreright © 19952007 Mool Corporation. Al nghts reserved

1990 by Lo ) e Spmach.

¥ the Enc-Lizer Lcense Acrecment.

warreng: Ths

Plaree rote that you sy have 5 restart Cutiocl far these
2 Labe e
Select the orws you weh b0 re-enabie.

&7 oMee fihg OLiladk COM Ak

changes to

Ehary prevented

g A v
Pon 9032009 400 |
Pl 171022006 9: 12 §
P L7/ 100000 92 |
Fe 17102008 9:32 |

program
Ereatier. Unasrhorsed reprecuction or disteibution
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cogretght Lam o
of this program, o any porton of
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 ard
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Enabling Add-ins in Microsoft Outlook 2007

1. Open Outlook.
2. Click Tools.
3. Select Trust Center.

v Inbox = Microsoft Outlook

i e Edit Miew Go .| Acthons  Help
P ailew = ﬁ_ﬁ ® Send/Rective IR E ditnd.'tmm =
[ O .. S |
‘E GoToMesting= agh  [nstant Search ¥
Mail I Address Book.. Chi=Shitt=-8
a
; f. /
: (@) Rules and alest p-| *
&4 and & + 9
AR Hewestontop |+ ]
B Al Mai Oyt of Office Assistant.
3 2 Mailbo - Kyle Hatver  MBibox Cleanup..
af Deleted ltems (14 5]  Empty Deleted Rems” Folder l.tllﬂ;l
Draits (243
- Recaver D o M.,
A me sy | D et FrvE
Eoems kb numbes 07335201
Macro [ 11:34 &M
nit Settings.
| ek 10:23 &M

s &

4. Click Add-ins. Under Manage in the menu below, select COM Add-ins and click Go.

L
el PuliEhirl
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Ataanmen! Hendlng oL DId Shied oot Saret Collibgul IRpoit &8ss O el PADDING Doisgudinga.of  COM ssgen |
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Publisser o flones
Lsuion: LU E
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] g 16MAGE 18
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| FTN T |

5. In the COM Add-Ins section, check the "GoToMeeting Outlook COM Addin" check box, and click
OK.

Location: C:\Program Files! Cirix}GoToMesting| 4574 G2MOutionk Addin, di
Load Behavior: Load at Startup
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Enabling Add-ins in Microsoft Outlook 2010

1. Open Microsoft Outlook 2010.
2. Click File from the banner, and then select Help.

3. In the Tools for Working With Office section, click Options.
o[- 1% -
Home Send | Recelve Flder View Hilel Culack Plugin Adobe FOF

& save a5

i, Save a5 Adobe POF

Support

: Micrasoft Office Help
A Gt help uising Mecrosoft Dffice
Trifi
open Getting Started

| 4

. See what's new and find resownces to help you
. — |earn the basics quickly
Frint

] Options
3 e

Cortact Us
Let s kncs if viou nesd hals or o we can make
Office better

2

Tools for Working With Office

Optigns
Custarnize language. display, and sther pregrarm
settings.

5—
T .‘ ]  Check for Updates
(7ed the latest updates available far Micranalt

Offsce
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4. Click Add-Ins in the Outlook Options window. Under Manage in the menu below, select COM

Add-ins and click Go.

—

General =2
[iggy View and manage Microsoft Office Add-ins
Mail
Cabendar Add-in Dplions
Contarts Lawnch Add.in options dialog: | Add-in Qptions...
Tasks
Add-ins
Motes and Jourmad
Flame =
search Active Application Add-ins
Mokl Business Connedivity Sanvices AddIn
GoToMeeting Qutlook COM Addin
Language Interactionvoicemail. Qutlooklauncher
Keifee E-mail Scan Add-in
Advanced Microsaft Exchange Add-in

Microsoft Sutlook Socsl Connector

Microsaft SharePoint Server Calleague Import Add-sn
Microsoft SharePoint Workspaoe Proxy for Outlook Add-in
Onelote Notes about Outiook Rems

| ShareFile Outlook Plugin

Customize Ribbon

Quick Access Toolbar

Add-Ins

Trust Center Inactive Application Add-ins

Mlicrosaft VBA for Outlook Addin

Disabded Applicalion Add-ins

Add-in: Business Connectroty Sernces Add-In
Pubilish&r: Micrasaft Comparation
Compatibility, Mo compatibility information availabde

Microsoft Access Qutiook Add-in for Data Collection and Publishing

Lacatian

O el NADDINS\ B CSAd din. dil
% BBNGZMOutiookAddin, dn
mscoree.dil

o WOWEL ke OtiicA ddin.dil
S NS U Oultiookd ddin. dll
CLANSOCTALCONNECTOR.DLL
S DOINS Dol agueimpoit. dil
Cih e\ Oificel HGROOVEEXL DL
o fice\Office1WONBEHnOL. dil
Choatleak Plugintaduloader.dil

G ficel 8 ADDINSACCOLK DEL
Ch el ADDINS OUTLVEA DLL

*

Type

COM Add-in
COM Add-in
COM Agd-an
COM Add-in
COM Add-in
COM Add-in
COM Add-in
COM Add-in
COM Add-in
COM sdd-in

COM Add-in
COM Add-in

Manage: COM Add-ins 3 Go...

Lotation: ChPragram Files pE6)\Micratoft Office’ Officel A DDINSVBCS Addin. dil
Desription:  This Add-in is used by Business Connedivity Senices.

[

g

[ ox ][ cance

5. In the COM Add-ins window, select the "GoToMeeting Outlook COM Addin" check box and click

OK.

' COM Add-Ins

Add-Ins available:

Business Connectivity Services Add-In

-
GoToMeeting Outlook COM Addin
InteractionVoicemail. Jutooklauncher
| McAfee E-mail Scan Add-n
Microsoft Access Qutlook Add-n for Data Collection and Publishing
Microzoft Exchange Add-n
Microsoft Qutlook Sodal Connector Remove
Microsoft SharePoint Server Colleague Import Add-in 57
Location: mscoree.dl h
Load Behavior: Load at Startup
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GoToMeeting Web Viewer

The GoToMeeting Web Viewer allows attendees to join your meetings through their browser - without
needing to download any software.

(e 3 GoToMeeting Web Viewer

— e Schedule a meeting and select
st the "All attendees at computers
vieokly Financal Recas use the Web Viewer" check
Al = box
‘v e Consult the FAQs to find
S = answers to your questions

Advantages

e Enables attendees with
software download restrictions
to easily join meetings

e ¢ Attendees join meetings

through their web browser

. e Gets attendees into meetings

faster - great for when you

need to quickly touch base
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Web Viewer

&,‘ -

What's Different:

¢ Download not required
¢ Join meetings even faster
¢ Join through a web browser

Current Attendee Limitations:

VolIP is not supported

Webcams are not supported
Attendees can't present their screens
No shared keyboard & mouse control
No access to drawing tools

GoToMeeting® User Guide

Application

LR T OF W PECULCT DE VLD T

What's Different:

¢ Download is required

e Attendees can use either VolP or
telephone

o Allows for attendee keyboard & mouse
control

e Attendees can present their screen

© 2012 Citrix Online, LLC. All rights reserved.
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Web Viewer FAQs

What is the GoToMeeting Web Viewer?

The Web Viewer is an alternative to the standard GoToMeeting Viewer and gives organizers the option to
allow attendees to take part in the meeting entirely within their web browser without downloading or
installing software.

How can I tell if my account is enabled for Web Viewer?

When scheduling a new meeting, you will see an option to make that meeting a Web Viewer only session.
If you do not see that option and want to use Web Viewer, please contact support.

How is the Web Viewer experience different from the standard GoToMeeting experience?

The GoToMeeting Web Viewer runs in the attendee’s browser and requires no download or installation.
Once in session, the Web Viewer user interface is similar to the standard desktop application. The
collapsible Control Panel is located on the right side of the screen and contains an Attendee List and
Audio and Chat panes. It also supports Full Screen and Actual Size modes.

What advantages does the Web Viewer offer?

The GoToMeeting Web Viewer allows attendees to join their meetings more quickly from their browser. It
offers an alternative for attendees who cannot install software on the computer they use, such as a
company computer with download restrictions or a net kiosk.

Which GoToMeeting attendee features are not supported by the Web Viewer?

Attendees who use the GoToMeeting Web Viewer currently do not have access to Drawing Tools,
Keyboard and Mouse Controls or VolP. They also cannot be promoted to organizer or share their screen
as a presenter.

Can an attendee select the Web Viewer over the standard GoToMeeting application viewer?

No. The organizer chooses which join options are allowed when they schedule the meeting.
Organizers can either have attendees join through the Web Viewer only or have attendees join
through the standard GoToMeeting application.

Can Web Viewer attendees join the audio conference with VolP?

No, attendees joining with the Web Viewer must dial in by telephone.
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Does the Web Viewer support international long distance, third party audio and toll-free (U.S. &
Canada) numbers?

Yes, organizers can offer their attendees multiple phone numbers including international long distance,
third party and toll-free (if enabled).

Can a Web Viewer attendee be individually muted?

No, attendees joining by the Web Viewer cannot be individually muted. If necessary, all attendees can be
muted by selecting Mute All from the organizer’'s Audio pane.

Are there any known conflicts for attendees who already have GoToMeeting installed?

No, attendees should have a seamless join experience.

Can | also host meetings with the Web Viewer?

No, the GoToMeeting Web Viewer is for attendees only. Organizers must use the standard GoToMeeting
desktop application to host meetings.

What are the system requirements for the Web Viewer?

o Firefox 4.0+, Internet Explorer 7.0+, Chrome 5.0+ or Safari 3.0+
e Flash Player 10.0+ (attendees will be prompted to install or upgrade)
e JavaScript enabled

Does the Web Viewer work on Mac or Linux systems?

Yes, the GoToMeeting Web Viewer works on Mac and Linux systems that meet the above requirements
(even though GoToMeeting does not officially support Linux). If you have difficulties using the Web
Viewer on Linux, our Global Customer Support team cannot help you.

Does the Web Viewer work on iPad® or other tablets?

No, the Web Viewer does not support iPad because the Web Viewer requires the Flash Player browser
plugin. Other tablets that allow Flash within their browsers may be used to join a meeting with the
GoToMeeting Web Viewer.

Is the feature available to international customers?

Not at this time. However, U.S. organizers can enable international attendees to use the Web Viewer.

Is the Web Viewer available with GoToWebinar® and/or GoToTraining®?

No, the Web Viewer is currently only available for GoToMeeting.
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Are there any security limitations with the Web Viewer?

Just like the current version of GoToMeeting, the Web Viewer Beta is backed by end-to-end 128-bit AES
encryption. Attending meetings from a “locked-down” environment should be faster and easier since a
download is no longer required. Some proxies and firewalls may prevent the Web Viewer from launching.
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Test Your Connection Before Your Session

You can test your connection before your session starts by joining a test session to check that your
computer has everything required.

Join the test session

1. To test your connection, join the test session via https://www3.gotomeeting.com/join/406552062.

2. If you're on a Windows computer, GoToMeeting will automatically launch into session if you
have Java enabled. We recommend installing or upgrading Java to quickly connect to sessions. If
you're on a Mac and have never joined a session before, you'll first need to download the Citrix
Online Launcher file.

3. If you see a "Successfully Connected" message on the "Waiting for Organizer" dialog, you've
successfully joined the test session. You should be able to join GoToMeeting, GoToWebinar and
GoToTraining sessions from this computer. Close the "Waiting for Organizer" dialog to exit the test
session.

&R Waiting for Organizer - GoToMeeting EI_IéJ

V Successfully Connected!

Waiting for Organizer...
While you wait, read our Audio Chedsdist for helpful tips. |

Details
Subject: GoToMeeting - CONNECTION TEST OMLY
Time:
Date: This is & recurring meeting.

Audio

Thank you for joining this connection test session. You should be able to successfully
join any GoToMeeting, GoToWebinar or GoToTraining from this computer.

To check your audio or webcam functionality please contact us for direct assistance.
For usage tips, FAQs and contact info visit http: /fsupport. ditrixonline.com

If you are the organizer, please log in.

To test or troubleshoot issues with your audio or webcam, contact us by phone 24/7. You can also
chat with a support representative via GoToMeeting with HDFaces™ by joining our live Community
Chat session Monday through Friday between 12:00 AM and 4:00 PM PST.

If you're unable to join the session, you may not have all the necessary software. See Common
Issues When Joining Meetings on a PC and Download GoToMeeting on Macs for more
troubleshooting tips, and make sure you have all the System Requirements.

Related Topics

Common Issues When Joining Meetings on PCs

Download GoToMeeting on Macs

Troubleshooting Java Issues

Connection Wizard
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Common Issues When Joining Meetings on Windows

The following are some common issues that you may encounter when trying to connect to GoToMeeting
on a Windows. We've recommended a few easy ways you can resolve these issues.

Trouble joining a meeting?

If you're running into problems when trying to join a meeting, we highly recommend that you install the
latest version of Java. To install the latest version of Java, visit Free Java Download. Many common
issues can be easily resolved by updating or installing the latest version of Java.

Does your browser crash or freeze?

If you're trying to join a meeting and either your browser crashes or you see the error message below, we
recommend that you uninstall your old version of Java and reinstall a newer version of Java. Uninstalling
an older version of Java is optional but highly recommended for security reasons. Read Why should |
remove older versions of Java form my system? for more information.

-0
L/ This tab has been recovered .
& probles with thel webpage caused Intermel Expicrer (o dose and reapen the 1sb
.

/= Website restore error - Windows Internet Explorer provided by Yahoo!

B res:/fafrace ol _ecrer himaotricoeine com hitps: fdownio M| #5 ]
Fie Edt ‘er Favorites Tools Help

£ ebote restore ey o -
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® To uninstall or install Java on your Windows

1. To uninstall Java on your Windows, visit How do | uninstall Java on my Windows computer?.
Follow the directions.

2. Once you've uninstalled your old version of Java, you'll need to reinstall an updated version of
Java. To install the latest version of Java, visit Free Java Download.

Can your installer not locate a suitable folder?

I |nstall Error - GoToMeeting

e The installer could not locate & suitable Folder to instal into.

If you're trying to join a meeting from a Windows and see "The installer could not locate a suitable folder
to install into" error, try any of the following workarounds:

On Windows XP:

¢ Install Java: On Windows XP, you can visit Free Java Download to install the latest version of
Java. After you've installed the most recent version of Java, you can seamlessly join sessions!

o Use a Different Browser: If you're using Internet Explorer, try joining the meeting using a different
browser, such as Mozilla Firefox or Google Chrome.

Windows Vista & Windows 7

In rare cases, GoToMeeting may not install correctly if the Windows Secondary Logon Service is
disabled. Follow the steps below to turn it on:

1. Click the Windows Start button on your desktop.

' See more results

l SEMICELMEE |

2. Type "services.msc" into the search field. Select the "services.msc" option from the search
results.

Programs (1)

SEMNICES. MSC

3. Scroll down and right-click Secondary Logon, and select Properties.

4. On the Secondary Logon Properties dialog, select Automatic from the Startup Type drop-down
menu. Click Apply, and then click OK.
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5. From the Services window, right-click the Secondary Logon option again, and click Start.

Secondary Logon Mame Descripion  Status  SwtupType  LogOnAs  *
R —— | o I
4 Security Ac Step wted  Automatic Local Syste...
Description: A Security € Payse Med  Automatic [D.. Local Service
m:mm::smtn o g Resume e m S R
stopped, this type of logon access £, Shell Restart wted  Automatic Local Syste..
will be unavailable. I this service s ' Smart Card wied  Automatic Local Service
disabled, any vervices that explicitly ., Smart Card All Tasks ] Manual Local Syste...
depand on it will fall to start. 23 SNMP Trap - Manual Local Service
J, Software Automatic [0.. Metwork 5.
4 SPP Notifi Properties Manual Local Service
4, S5DP Dusc Marual Local Senace
4, Storage Help Manual Local Syste... [~
4 Superfetch Maintains a. Automatic Local Syste...

4, Systern Event Noti... Monitors sy.. Automatic Local Syste...

wied
Started
Started
% Task Scheduler Enables aus_. Started  Automatic Local Syste...
Started
Started
Started

3 Tablet PC Input Se.. Enables Tab. Manual Local Syste...
S TCP/IP NetBIOS H.. Provides su... Automatic Local Senvice
4 Telephony Provides Tel.. Manual Metwork 5...
= Themes Provides us... Automatic Local Syste... _

-
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6. Restart your computer. You can now install GoToMeeting!
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Do you see a"Connection Failed" error?

If GoToMeeting launches, but you see a "Connection Failed" error, you may either have security software
on your Windows that's blocking you from downloading GoToMeeting or have poor Internet connection.
You may see the following error:

=¥ Connection Failed - GoToMeeting _ x|

The connection Falled. Please check your intermet
connection and try again,

e Security Firewall: If you have security software on your Windows that's preventing you from
launching GoToMeeting, visit Using GoToMeeting with a Firewall for help on how to configure your
firewall to allow GoToMeeting to launch.

e Internet Connection: Check to see if your Internet connection is down. See the GoToMeeting
System Requirements for information on what type of Internet connection is required to host or join
meetings. Satellite, dial-up and other non-broadband Internet connections do not meet our system
requirements.

o Firewall: If you're using GoToMeeting in a corporate or network security environment, try running
the GoToMeeting Connection Wizard to test and find the ideal connection settings you can use
within your protected network.

o Network Security Restriction: If you're prompted to authenticate for Internet access, your
network administrator may have placed restrictions. Enter your Windows or network login if
prompted.

User Name: |

FPasoword: ]
™ Save thes password in my password st

0K I Cancel
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Download GoToMeeting on Macs

The first time you host/join a session or upgrade/downgrade GoToMeeting on a Mac, you'll be prompted
to download a file with an optional browser plugin that lets you launch the GoToMeeting software faster. If
you uninstall GoToMeeting, you'll need to go through the download process again.

Download the Citrix Online Launcher file in Safari

1. Launch GoToMeeting by hosting or joining a session.

2. Afile called “Citrix Online Launcher” will start downloading to your computer. Double-click the
file in your browser’'s Downloads window to open it. You can click restart the download if needed.

GoTolMeeting

@ Downloading GoToMeeting ...

@ demnicad should autamatically begin in & few ssconds, but if nat, please restan the downilsad
3 e

his download inclutes & plug-in that you can disabie s sy &

G’F! a] s Downlasds
g
| Clarin Onting Lancher ]
Downioad the file Open the File Run the Launcher
Pt 2ip - -click T Chirix Oning
i e CArm Oniimy 3pphication
Laune b 0 3
Ann Do ninads
o .
Questions?
| iCieas U Dirmernst "

3. If the file doesn't open automatically, double-click the Citrix Online Launcher file in your
Downloads folder in Finder.

4. When prompted to open “Citrix Online Launcher,” click Open.

“Citrix Online Launcher-4~ is an application
downloaded from the Internet. Are you sure you
want to open it?

Safari downloaded this file today at 3-49 PM fram
w3 _golomesting. com.

['d',;: [ Show Source ( Cancel " Open

The browser plugin will be automatically installed and lets you connect to future sessions faster.
We don’t recommend disabling the plugin if you frequently join sessions because you'll need to go
through the entire download process again.

5. When prompted to open GoToMeeting, click Open.

6. Once you're done, you'll be able to host and join future GoToMeeting, GoToWebinar and
GoToTraining sessions faster than ever!
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Download the Citrix Online Launcher file in Firefox
1. Launch GoToMeeting by hosting or joining a session.

Note: If you already have GoToMeeting installed and see a Launch Application dialog,
select the "Remember my choice" check box and then click OK.

Launch Application

This link needs to be opened with an application.
Send to:

GoToMeeting

Choose an Application ;E!IP_D_SE._._._:

# Remember my choice for gotomestingd78 link

This can be changed in Firefox's preferences.
— ———

( Cancel ) ( oOK

If you click Cancel, you must click Download GoToMeeting on the Connected to
GoToMeeting page and go through the download process below.

anm Citrix Online
IE3 Citrix Otine (B =

GoToleeting 207 suspon ||

@ Connected to GoToMeeting s Q
Rk R ket i Z’( it ARt Mestings are better with 3
obng

by ¢ .
please downioac GoTaMa HDFaces high-definition
Questions? video conferencing.
Contact Globai Custamer SUPHan or tweat 3 s Gigotomesiing

Abost Us  Tarmaof Senvca | Privacy Pelicy ciTRpx| anline

2. Afile called “Citrix Online Launcher.zip” will start downloading to your computer. If prompted to
save the Citrix Online Launcher.zip file, click Save File.

ans Citrix Onling

[ cmowe L&l #

GoTolMeeting i

@ Downloading GoToMeeting ...
T devriond shok actsmaealy bain i o e ot
it ks

Run the Launcher

which i a. Bnary il
T ML o) demelosdeiirivantinn £om

Quastions? R
Coniact Glabal Cust g Mo you Bk 1 e i i
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3. Double-click the zip file in your browser’'s Downloads window to open it. You can click restart
the download if needed.

4. In the Downloads window, double-click the Citrix Online Launcher application.

5. When your Downloads folder opens in Finder, double-click the Citrix Online Launcher
application.

6. When prompted to open “Citrix Online Launcher”, click Open.

“Citrix Online Launcher” is an application
downloaded from the Internet. Are you
SUre you want to open it?

Firefox downloaded this file today at 3:59 PM.

7 Cancel Open

The browser plugin will be automatically installed and lets you connect to future sessions faster.
We don't recommend disabling the plugin if you frequently join sessions because you'll need to go
through the entire download process again.

7. When prompted to open GoToMeeting, click Open.

8. Once you're done, you'll be able to host and join future GoToMeeting, GoToWebinar and
GoToTraining sessions faster than ever!
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Download the Citrix Online Launcher file in Chrome
1. Launch GoToMeeting by hosting or joining a session.

Note: If you already have GoToMeeting installed and see an External Protocol Request
dialog, select the "Remember my choice" check box and then click Launch Application.

External Protocol Request

. Google Chrome needs to launch an external application
to handle gotomeetingd78: links, The link requested |s
gotomeeting9378: / fSALaunch?
ECWPort=80%2cd43%2cB200ECWAddress=216.115.208

199%.2c216.219.117.209%2c216.219.118. 209Product=
g2ZmaAc,, uffix=
EA40ISL1ECWDNS=egw.gotomeeting.comBAT=1016917
75337012813 Llas7THOIPar xgleYCmYB12ISVESrNYHDMo
de=TerseMeetinglD=445774341.

The fallowing application will be launched if you accept
this request

GoToMeeting v5.3
If you did not initiate this request. it may represent an
attempted attack on your system. Unless you took an

explicit action to initiate this request, you should press
Do Mothing.

!E Remember my choice for all links of this n,;g

I':_ Do Nothing :‘ ': Launch Application :‘

If you click Do Nothing, you must click Download GoToMeeting on the Connected to
GoToMeeting page and go through the download process below.

an n_ % Conrix Oinkine

GoToMeeting 2477 Suppent

@ Connected to GoToMeeting

Cick Launch Application ¥ prompied and your swlm ina Mestings are better with
minute, bl if nof, plasss dowrlioad GoToMesting HDFaces high-definition
Quostiars? video conferencing.

Cantsc! Global Cuslomer Support or bweet bo us Gigatarmesting.

=== = === = === === ============-3 |

At | e o Geivics | Prirncy Poley CI'I'III| onling

a e
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2. Afile called “Citrix Online Launcher.zip” will start downloading to your computer. Double-click
the zip file to open it. You can click restart the download if needed.

L3 Citrin Qg

GDTUMEE,‘I |ng 2417 Suppon

@ Downloading GoToMeeting ...

Thas il wwrdait shasllil sutsmatcally Usgin im @ s seoomts. Bt if ol plesss restart (e owndssit
This dowmiosd inchedes 3 phug-n hai you can disable ai sy fme

0 enn i Downloads 9" 0 i Owenliosis
|- A 3 [N

Y Co Genkens Launcher. s ® | Citrix Qmina Layncher_rip | | Cruts Oming Liuinchar J

C Eil Bun the Launcher
Download the file Open the File n the Launch

B By

Questions? Open
it Gictsl Customer  Abways Open Files of This Type

1 Ciwviw Omling Limdbas g * B thiow Al

3. In your Downloads folder, double-click the Citrix Online Launcher application.

4. When prompted to open “Citrix Online Launcher,” click Open.

“Citrix Online Launcher 2° is an application
downloaded from the Internel. Are you sure you
want 1o open it?

Google Chrome downloaded this file today at 3:35 PM from
downhpad.citrixoniing.com,

ﬁjl [ Show Web Page | { Cancel -_ Open

The browser plugin will be automatically installed and lets you connect to future sessions faster.
We don't recommend disabling the plugin if you frequently join sessions because you'll need to go
through the entire download process again.

5. Once you're done, you'll be able to host and join future GoToMeeting, GoToWebinar and
GoToTraining sessions faster than ever!
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Disable the Launcher Plugin

When you download the Citrix Online Launcher file, a browser plugin will be automatically installed that
lets you connect to future sessions faster. We don’t recommend disabling the plugin if you frequently join
sessions because you'll need to go through the entire download process again.

Disable the Citrix Online Launcher plugin in Firefox on Windows
1. Open Firefox.

2. Select the Tools menu > Add-ons.

il

New Tab * ; Bookmarks b

¥ Start Private Browsing History L
" Downicads

Find... & Add-ons

Save Page As... Options k

Send Link... Help ¥
& Print... k

Web Developer L

Full S5creen

Set Up Sync..
B Eat

3. In the Add-ons Manager, find the Citrix Online Web Deployment Plugin. Click Disable.

L ) el
K Adel-er Manager |_+_
* L5+ | Search ailodd-on o
neck to ses o your pliaging ane wp to dab
dh - Add-ons Citrix Online Web Deployment Plugin 1.0.0.39 ]
— . Citre Orilane App Detector Plugen  [Merg Dusbile
* Extensions . downloadUpdater 1.1.0.2
npdnu  fdlore Disshle
e Appearance
& downloadUpdater2 1.3.0.0
' Plugins npdnupdsted [ Dissble
. Google Update 1.3.21.111
Google Update  More Disshle -

You can re-enable it by clicking Enable. Please note that each time you download and execute the
Citrix Online Launcher file, the add-on will automatically become re-enabled.
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Disable the Citrix Online Launcher plugin in Chrome on Windows
1. Open Google Chrome, and type chrome://plugins/ into the address bar.

2. Find the Citrix Online Web Deployment Plugin, and click Disable.

(o

& Plug-ins
€ C @ chrome://plugins o la A
EI e

Plug-ins (17) # Detads

Citrix Ording Web Deployment Plugin

Citriee Oniling App Detector Fugin

Disable Al aloved

You can re-enable it again by clicking Enable. Please note that each time you download and
execute the Citrix Online Launcher file, the add-on will automatically become re-enabled.

Disable the Citrix Online Launcher plugin in Safari on Macs
1. Open Finder and select the Go menu > Go to Folder. Or, press Command + Shift + G.

2. Navigate to user/Library/Internet Plug-Ins and click Go.

ann (L) Safari —
BD = %) a
ot il Desktop & Fonts W CitrixOnlin...gin.plugin
2 Mac HD {| & Documents . Fonts Disabled
El iDisk | @ Downloads i Google
== | @& Library e i IMovie
SRR | (B Movies o Input Methods
PLACES | @ Music il Internet Plug-ins .
Eﬂtsk:m | @l Pictures o ITumes
| A mareentan e B A
¥ o [ sites _. Keychalns
X Aophicunms o LaunchAgents
7 Documents BN Logs .
¥ SEARCH FOR I — M,:UI: =
'y I '
L Today N —— BDS Senuca yais
1 of 1 selected, 54.36 CB available ”

3. Delete the CitrixOnlineWebDeploymentPlugin.plugin by dragging it to the Trash on
your Dock. You can also Ctrl + Click the plugin, and then select Move to Trash.

You can restore it by dragging it out of the Trash, or you can Ctrl + Click the plugin from the
Trash, and select Put Back.

Once you remove the plugin from your Internet Plug-ins, it is removed from your Mac and
from all other browsers on your computer. Please note that each time you launch
GoToMeeting, the plugin will automatically become re-enabled.
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Disable the Citrix Online Launcher plugin in Firefox on Macs
1. Open Firefox.
2. Select the Tools menu > Add-ons.

3. In the Add-ons Manager, find the Citrix Online Web Deployment Plugin. Click Disable.

You can re-enable it by clicking Enable. Please note that each time you launch
GoToMeeting, the add-on will automatically become re-enabled.

Disable the Citrix Online Launcher plugin in Chrome on Macs
1. Open Google Chrome, and type chrome://plugins/ into the address bar.

2. Find the Citrix Online Web Deployment Plugin, and click Disable.

&€ © crone o

E Plug-ins

Plug-ins (9) @ Details
Ciirix Online Welb Deploymeant Plugin - Version: 1.0

Plugin that detects installed Cilrix Online products [visil www citrizonline.com).

Disabis O Asiow

Java - Version: 13.7.0

Java Plug-in 2 for NPAP| Browsens

Disedle O anow 4

L cnt e Lamnces 2%

You can re-enable it again by clicking Enable. Please note that each time you launch
GoToMeeting, the plugin will automatically become re-enabled.
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Troubleshooting Java Issues

If you're having problems with Java when trying to host or join a meeting, follow the steps below.

1. On a Windows, install Java on your Windows by opening Windows Explorer and entering the
following:

o Windows XP - %appdata%\sun\java\deployment\security
e Windows Vista & Windows 7 -
%userprofile%\AppData\LocalLowASun\Java\Deployment\security

2. In the Java Deployment Security folder, delete the "trusted.certs" file.

Mame Date modified Type Size
|| trusted.certs 1/17,/2011 4:01 PM CERTS File b KB
| TErosted ssecerts 8/23/2011 4:53 PM JSSECERTS File 11 KE

Note: If you don't see the "trusted.certs" file, display hidden files on your computer. For instructions on how to display hidden files
and folders, visit the following site suitable for your OS:

e Windows XP

e Windows Vista

e Windows 7

3. After you've successfully deleted the "trusted.certs" file, reinstall Java. For instructions on how to
install Java on your Windows, visit the Java Downloads for All Operating Systems.

4. The next time you host or download a meeting, you'll be seamlessly launched into session!
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Connection Wizard

The GoToMeeting Connection Wizard tests and determines the ideal connection settings GoToMeeting
can make within your network. The Connection Wizard stores optimal connection settings on your
computer and keeps these settings for future attempts to join or host a meeting from your computer.
Advanced users and network administrators may wish to use the Custom Wizard.

Citrix does not currently offer Mac support for the GoToMeeting Connection Wizard.
P To run the GoToMeeting Connection Wizard

1. To find our Connection Wizard, go to http://www.gotomeeting.com/wizard.

2. Click GoToMeeting Connection Wizard.

3. Click Save File to download the g2mwizard.exe file.
4. In the Downloads box double-click the file name.

5. Click Open or Run.

6. Once the Connection Wizard opens, click Run Wizard.

3 GoToMeeting - Connection wizard S x|
: GoTolMeeting"
Wel to the GoToMeeting C: ion Wizard

The Wizard performs a senes of tests that wall establish the optimal
connection settings for wour network. After unning the Wizard, you can
store these zettings for uze with the GoToMesting software.

Before proceeding, make sure the date on your computer is set
carrecty [double-click time indicator to check]

Find best connection settings now:

@ 2004-2007 Citrix Orline, LLC Wersion 3.0.0 Build 14

7. The Connection Wizard opens a browser window to the GoToMeeting website and attempts to
detect connections to Citrix servers. Wait for the Connection Wizard to test connectivity, then click
Next.

¥ GoToMeeting - Connection Wizard x|

- Gololeeting”

Connection ‘Wizard in Progress | NN

Detect connections to Gateway, JEDI

[ent | Cancel |

8. The Connection Wizard informs you if it finds good connection settings. Click Exit Wizard to
finish.
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Using the Custom Wizard (Advanced Users Only)

The Custom Wizard is for advanced users and network administrators to activate additional options to
customize GoToMeeting connections within your network.

Citrix does not currently offer Mac support for the GoToMeeting Connection Wizard.
P To run the GoToMeeting Custom Wizard

1. Open the GoToMeeting Connection Wizard at http://www.gotomeeting.com/wizard.

2. Click GoToMeeting Connection Wizard.

3. Click Save File to download the g2mwizard.exe file.
4. In the Downloads box double-click the file name.

5. Click Open or Run.

6. Once the Connection Wizard opens, right-click the GoToMeeting logo banner to activate
additional options.

K GoToMeeting - Connection Yizard

GoloMeeting"

Welcome to the GoToMeeting Connection Wizard

The Wizard performs a series of tests that will establish the optimal
connection settings for wour network. After running the \Wizard, you can
store theze settings for uge with the GoT okeeting software.

Betare proceeding, make sure the date on your computer is set
comectly [double-click time indicator to check).

Find best connection settings now:

© 2004-2007 Citrix Online, LLC Wersion 3.0.0 Build 14

7. On the options menu, click Custom Wizard.

'SB GoToMeeting - Connection Wizard | &

GoToMeeting"

Welcome to the GoToMeeling Connection Wizard

The Wizard pesfaims a seimes of tests that will establish the oplimal
connection settings for your netwatk. After nanning the Wizard, vou can
store these: settings for use vath the GoTolMesting soltware.

Befoe proceeding, make sure the date on your computer is set
conectly [double-chck time indicator to check]

Find best connection settings now: Automatic Wizard
Advanced uzers can assist the Wizard: [ CustomWizard ]
Manual, conrectior-elated tools: Manual Tools

[Uze vath acsistance fiom a

Citri Orfine Suppart Engress.)
@ 2004-2007 Citrix: Ondine, LLC Werzion 3.0,0 Buld 14
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8. Specify the parameters of the connection test. If you'd like detailed information on the IP
addresses of the data servers the wizard attempts to reach, please consult our IP range document,
available at http://www.citrixonline.com/iprange.

*}: GoToMeeting - Connection Wizard

GoToMeeting"

Cuztorn Wizard

If you are an advanced user, you may customize how the ‘Wizard will find
the best connection on your network.,

[w Enable WPAD [PAC search/parse}
[V Search and parse PAC scripts from browser settings

[¥ Enable use of ‘windows DLLs for PAL file execution
V¥ Enable Dynamic Proxy Detection

[Opens wour browser and probes ite live connections. |

[~ Specify a proxy address and port ta include in the test

IP address or domain name: I Part: I

W TestDMS ¥ TestIP Ranges [muns during validation)

Mare Wizard Optiohs |

¢ Back I Mext > I Cancel

9. When finished, click Next.
The Connection Wizard opens your browser to the GoToMeeting website.

*} GoToMeeting - Connection Wizard

GololMeeting"

Connection Wizard in Progress | ]

Detect connections to Gateway, JEDI

fdewt > | Cancel |

10. Wait for the Connection Wizard to detect a connection to Citrix servers and click Next.
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11. The Connection Wizard displays all verified connection methods. You can select a connection
method and set its usage from the drop-down menu. You can force GoToMeeting to communicate
through a specific port. If your network requires Internet traffic to go through a proxy and it is listed
as a verified connection method for GoToMeeting, set its usage to Force or Try Always.

¥ GoToMeeting - Connection Wizard

Gololeeting-

Connection Test Resulks for Streaming Cormmunications

Yerified connection methods are shown below. The optimal connection
method iz highlighted. To create a new connection method, click the ‘Add'
button. Ta change the connection method, click. it and then chooze the
IJzage ztatuz fraom the 'Uzage’ pull-down menw. [Only one connection method
can be selected.]

Streaming Communications | |Jzage | Werifie -
S5L, HostPork: 443 Mone yes
Direct, HoztPart: 8200 Mone pes |
Direct, HostPort: 80 Mone YES

HTTP pro=y [123.99.123.593:80), HostPort; 443 T dlways  yes

<

|lzage:

Mo Change | Add Store and YV alidate

12. If there are no verified communication methods, or you do not see your network proxy listed,
click Add.

13. Specify your proxy information and click Verify to test it. If the Connection Wizard cannot verify
your network proxy connection settings, contact your network administrator or refer to our Citrix
Online IP range (http://www.citrixonline.com/iprange) for optimal firewall configuration.

¥ GoToMeeting - Connection Wizard

GoloMeeting"

Add and Yerify Custom Connection bethod for Streaming Communications

Target Host/Server IP Address: I

Target Host/Server Port: I

Method: IF'rox_l,l [2) j
Frosy IP Address: I

Fro=y Port: I

Verty | add | Caed
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14. Once the Connection Wizard finishes, it notifies you of its results.

15. Attempt to restart the GoToMeeting program and determine if your connectivity has improved.
If you find that you cannot connect on a given configuration, open the Connection Wizard again.
Right-click the GoToMeeting logo banner. Click Manual Tools.

16. Click Reset to remove any previously stored settings.

17. Once settings have been reset, run the Connection Wizard again and see if you can join or
host a meeting.
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